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HR and Legal /
Akkodis Academy Tech Talk

Featuring
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Vice-President,

Akkodis Academy

Expert Speaker »




Agenda NKLODIS

Akkodis Academy presents:

» M365 Copilot in your flow of work
» Quick wins with Copilot
* Review a contract
» Create an onboarding presentation for new starters
» Understand law changes
* Map law changes to your policies
* Manage initiatives with Notebooks
» Create a contract renewals tracker
» Create an HR self-service agent for employees
 Draft an announcement

» Making Copilot work for you

Questions & Answers




Disclaimer : Use of Al in HR & Legal contexts /IKLODIS

Al tools are designed to assist, not replace human judgement,
professional experience or legal advice

« Al can produce inaccurate, incomplete or outdated
information

« Law is complex and jurisdictional specific outputs may not reflect
current legislation, awards, enterprise agreements or case law
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Quick wins with Copilot /IKLODIS

 Meeting recaps

» Get quick insights from document

« Summarise and reply to an email thread




O Copilot

<, Let Al handle the busywork
Copilot can generate notes, list
tasks, and much mc

don't have to.
Heading 1 Check the facts

A response could be irate

1. Scope of the Projec

or incomplete. Share feedback

to help Copilot improve.

It's your Copilot
Project Start Date and Duration s pabpla e i frating
*  Project Start Date: October 1, 202 : e
conversation.
+  Project End Date
¢ Total Duration: 12 month
3. Total Project Cos
+ Total Cost

Monthty Fea
»  Monthly Fee: $208,333 L
thiy fee inclu

4 the end of sach

Terms and Conditions for Invoicing

el /\ttcnd a Teams
meeting




&

@ Copilot

Heading 1 Summarize this meeting so far and
: provide key points and action

items.

Copilot 414 PM

*+  Monthiy Fee 52

suggesting

Summarise this meeting so far and provide key points
and action items




Manufacturing Expansion Contr... @ Chat Shared Recap

@ Copilot O Copilot

Content

Manufacturing Ex Pp» ion Con
Review

uTC

Microsoft Stream
Action Items:

* Payment Terms Adjustment -
AD  Allan

* Timeline Extension

w Payment Terms with

ce and Legal

Evaluate Risk M ation

Strategy with Lee Gu




Quick wins with Copilot /IKLODIS

* Meeting recaps
* Get quick insights from document

e Summarise and reply to an email thread
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OneDrive S Search &

@ Copilot v T Delete Yy Favorite - F Sort v X 2 selected =" &

My files > Financial Wellness GO to OneDrive
to view files

Name v " Modified v
LE; Financial Wellness App Features.pdf September 30, ...
:
o =| Financial Wellness App Feedback.docx - B @ vr September 30, ...
(V] = Financial Wellness App Survey Results.xlsx - B @ vy September 30, ...

o 7 ®

Details

Modified By
Rishona Elijat
Rishona Elijat

Rishona Elijat

e




:::  OneDrive £ Search
- Select files and
° I @ Copilot ¥ I W Delete use CO Ilot

[?;i Summarize

A
a %y Compare files PP
s C:* Ask a question
gg T
LE; Financial Wellness App Features.pdf
% N
o (V] m_gj Financial Wellness App Feedback.docx
—
> ] :z|  Financial Wellness App Survey Results.xlsx
o
)

0J

o2
L

X 2 selected — v

Modified ~

September 30, ...

@ Yy September 30, ...

@ vy September 30, ...

Details

Modified By
Rishona Elijat
Rishona Elijat

Rishona Elijat

ﬁo




‘ 2 files selected
Financial Wellness App Feedback.docx, Financial Wellness App Survey Results.xisx

This document provides a comprehensive summary of user feedback on the Financial Wellness

1. App Features Overview:

o The app includes features such as Cash Flow Forecasting, Subscription & Recurrin
Categorization, Multi-Bank Account Aggregation, Privacy, Security & Data Control

2. Key Strengths:

o Users appreciated the real-time insights and proactive alerts from Cash Flow Fore
identification of unused subscriptions with the Subscription & Recurring Payment

3. Common Concerns:

o Users found the navigation and user interface clunky or confusing, experienced m
more tailored educational content 1 .

4, Actionable Improvements:
o Suggestions include improving navigation and user interface, enhancing spend ca
5. Customer Comments:

o Feedback ranged from positive comments about the app’s intuitiveness and helpt

Ask a question




‘ 2 files selected
Financial Wellness App Feedback.docx, Financial Wellness App Survey Results.xisx

This document provides a comprehensive summary of user feedback on the Financial Wellness

1. App Features Overview:

o The app includes features such as Cash Flow Forecasting, Subscription & Recurrin
Categorization, Multi-Bank Account Aggregation, Privacy, Security & Data Control

2. Key Strengths:

o Users appreciated the real-time insights and proactive alerts from Cash Flow Fore
identification of unused subscriptions with the Subscription & Recurring Payment

3. Common Concerns:

o Users found the navigation and user interface clunky or confusing, experienced m
more tailored educational content 1 .

4, Actionable Improvements:

include improving navigation and user interface, enhancing spend ca
ts:

D Ask a question

ged from positive comments about the app’s intuitiveness and helpt

'_t Ask a question




it OneDrive £ Search & £33 2 @D
o @ Copilot ¥ T Delete ¥ Favorite & Download [g Moveto - 9 Copilot - X

= . . . Hello Rishona Elijah! I

2 My files > Financial Wellness App _ ) .

Ask a question or get started with one of these

o examples:

= 3] Name ~ Modified

0o Summarize these files

— Financial Wellness App Features.pdf Septembe

3irg

o { the diff; between these fil

i) ©@ M= Financial Wellness App Feedback.docx e & W) % Septembe RIS SSRGS DONEEIERESEeS

Uy

(V] f3::| Financial Wellness App Survey Results.xlsx e B @& Yy Septembe What do these files say about [our OKRs this

> quarter]

)

(2 List the top three user concerns

AS k fu rt h e r Provide recommendations for product improvements

Show survey data in a table format

guestions

<+ Aska question about these files 0




Quick wins with Copilot /IKLODIS

 Meeting recaps
« Get quick insights from document

« Summarise and reply to an email thread
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Delivery has failed to these recipient...

Avery Blake; Microsoft Outlook |
Team Daily Stand Up  (3) Sun18:21
No preview is available.

__ Team Daily Stand Up

g = Eles Home View Help 09:00 Microsoft Teams Meeti...
- ' W38 Oy« B & & ~~ £ Quicksteps v ) Read/Unread v B~ £ O~ [ 5 &y Copilot v‘
o ~ Favourites Focused Qther O [ = 70 RFP — Cash Management and Treasury Service
o &3 Inbox 229 Other Emalls (23) #  summary by Copilot %
- b S Micresoft Power Automate; Microsoft
ent Items
v =2 Drafts 177 Today - »  Hide message history
al . . Avery Blake From: Priya Nair <priya.nair@atlaslogistics.com>
v rishona@rishonam... RFP - Cash Management an... 0039 Date: 9 January 2026
& &2 nbok 229 Hiclo e, W e g AURER - Subject: Re: RFP — Cash Management and Treasury Services
| Answers below:
& 77 Drafts 177 * ¢ \/olume: ~45k payments/month, AU 60%, SG 40%
tl k « * ERP: SAP S/4HANA; OAuth 2.0 preferred

P> Sent Items O pe n O u OO « * Sweeping: Daily end-of-day, regulatory compliant

W Deleted Items 2 We will share sample files in a secure folder by 16 September. - Priya

" < i >
€3 Junk Email . Avery Blake 7 From.. Cmrefage Team _coverage_@_erpan.com
Chick i s disvisthel . SinaE To: Priya Nair <priya.nair@atlaslogistics.com>
(7 Notes No preview is available. Date: 6 January 2026
Subject: Re: RFP — Cash Management and Treasury Services
T Archive , @ Microsoft Outlook Thanks Priya, we will participate. To tailor our response, could you
P Conversation Histo... Project Meeting (2) Sun18:22 confirm:

1. 1) Average monthly payment volumes per corridor
2. 2) ERP system and authentication preference for APls
3. 3) Any constraints on liquidity sweeping across AU/SG

Best, Demo Coverage



Team Daily Stand Up

‘ Q = bale e L Help 09:00 Microsoft Teams Meet...
ﬁ ‘@ - B vu 4 Ca - Lz _Ouick steps v ) Read / Unread O v (R v & @ b E&] 9 ﬂ Copilot v‘
= ~ Favourites Read th read RFP - Cash Management and Treasury Service
) & Inbox 229 I n s _—ry & I
L ummary by Copilo

b seien summary -
v Z’ Drafts 177 pry
al 2 ; . riya.nair@atlaslogistics.com>
rishona@rishonam... S u m ma ry by Co pl I Ot 26
& & inbox 229 Cash Management and Treasury Services
7 Drafts 177 | e « *Volume: ~45k payments/month, AU 60%, SG 40%
- EZO iij: ﬁ”:fee;ﬁ ar:i“"w“f'ﬁ «  ERP: SAP S/4HANA; OAuth 2.0 preferred
= B> Sent items ' 9 e * Sweeping: Daily end-of-day, regulatory compliant
W Deleted Items 2 v+ Yestertisy We will share sample files in a secure folder by 16 September. - Priya
£3 furk Emai , @ Avery Blake G me:‘ Cﬂverage T.eam fcoverage_@lemall.conw
Y Chediin o diicathal. Siinas To: Priya Nair <priya.nair@atlaslogistics.com>
(7 Notes No preview is available. Date: 6 January 2026
Subject: Re: RFP - Cash Management and Treasury Services
& Archive , @ Microsoft Outlook Thanks Priya, we will participate. To tailor our response, could you
P Conversation Histo “ Project Meeting (2) Sun18:22 confirm:
Delivery has failed to these recipient... 1. 1) Average monthly payment volumes per corridor
BA Search Folders 2. 2) ERP system and authentication preference for APls
. Avery Blake; Microsoft Outlook [ 3. 3) Any constraints on liquidity sweeping across AU/SG
i Team Daily Stand Up  (3) Sun18:21
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i __ Team Daily Stand Up
P 09:00 Microsoft Teams Meeti...

(=]
- ' W~ 38 Uy § ey & & ~2~ i ‘E‘Quicksteps v P Read/Unread O~ B~ £ O~ & ‘ﬁCopilot v|
o

= File Home View

~ Favourites Focused Other O ( = Tl RFP - Cash Management and Treasury Service

&3 Inbox 229 Other Emails (23)
e y  Summary by Copilot [t b4
- = Microsoft Power Automate; Microsoft PSR
I} Sent Items s g . . :
Avery Blake (as Priya) issued an RFP for multi-currency cash management in Australia
o 77 Drafts 177 v Today and Singapore, with requirements including AUD/SGD account structure, a payments
API (SLA < 300ms), FX risk adviscry for monthly SGD—AUD flows (~USD 2.5m), and a
al ) ) ] Avery Blake 12-week implementation timeline.
* rishona@rishonam... RFP - Cash Management an... 00:39
Hello team, We are issuing an RFP f... Submission deadline for the RFP is 30 September 2026, and participation confirmation
o &d Inbox 229 is due by 12 June.
. 77 Drafts 177 Aﬂ ::;r;_;ilal:am - _ The Coverage Team confirmed participation and requested details on payment
asiiiamagementand:: (055 volumes, ERP system, API authentication, and liquidity sweeping constraints.
S e Hello team, We are issuing an RFP f...
Avery Blake (as Priya) clarified there are ~45k payments/month (AU 60%, SG 40%), the
1] Deleted Items 2 v Yesterday ERP system is SAP S/4HANA with OAuth 2.0 preferred, and sweeping is daily end-of-
day and regulatory compliant.
£3 Junk Email . Avery Blake e
AB Chack i to dsiethetl.  Sisikie Sample files will be shared in a secure folder by 16 September
(9 Notes No preview is available. No unresolved issues remain; all requested clarifications have been addressed.
© Archive Y Microsoft Outlook @) Ask Copilot
P Conversation Histo 7 Project Meeting (2) Sun18:22
Delivery has failed to these recipient...
Ea bbbkl Al-generated content may be incorrect & @
5 AE Avery Blake; Microsoft Outlook [
e =" Team Daily Stand Up  (3) Sun18:21 . . '
@ Go to Groups No preview is available. v Hide message history '
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77 Drafts 177
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(J Notes

= Archive
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£a Search Folders

EE’:% Go to Groups

MO

Focused Other O b

D Chat
(? Reply

E} Summarise

Other Emails (23)
Microsoft Power Automate;

Today

Avery Blake
RFP - Cash Management a
Hello team, We are issuing

Avery Blake
RFP — Cash Management ar

Hello team, We are issuing Eﬂ}':g 5 E‘ti‘_! ﬂgﬂ

Yesterday

Avery Blake Ce
Check in to discuss the I...  Sun 18:46
No preview is available.

Microsoft Outlook
Project Meeting (2) Sun18:22
Delivery has failed to these recipient...

Avery Blake; Microsoft Outlook
Team Daily Stand Up  (3) Sun18:21
No preview is available.

__ Team Daily Stand Up

‘Q Copilot

: Drafta Ellié

D Chat

reply

@ Summarise

£3 Settings
y

iya.nair@atlaslogistics.com>

D
rash Management and Treasury Services

: ~45K payments/month, AU 60%, SG 40%
(P S/4HANA; OAuth 2.0 preferred
hg: Daily end-of-day, regulatory compliant

_lefiles in a secure folder by 16 September. — Priya
From: Coverage Team <coverage@email.com>
To: Priya Nair <priya.nair@atlaslogistics.com>
Date: 6 January 2026
Subject: Re: RFP — Cash Management and Treasury Services
Thanks Priya, we will participate. To tailor our response, could you
confirm:

1. 1) Average monthly payment volumes per corridor
2. 2) ERP system and authentication preference for APls
3. 3) Any constraints on liquidity sweeping across AU/SG

Best, Demo Coverage

09:00 Microsoft Teams Meeti...
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= E&J Inbox 228 Other Emails (23) _
= S et Microsoft Power Automate; Microsoft Re: RFP — Cash Management and Treasury Service

ent Iitems

v 7 Drafts 179 v Ty
al ¥ fshops@shonom > Select tf |What do you want this email to say?
& & inbox 228 su g g e St e d Suggested prompts pre>
= 72 Drafts 179 < Thanks for details com>;

1 l.com>
B> sent items p rO m pt O r erte <, Awaiting sample files 3
1@ Deleted ltems 2 | you r' Own 4 7 Confirming requirements received

28]

management covering

€3 Junk Email s @R Avery Blake © 2 Short and friendly message
" Check in to discuss the |...  Sun 18:46 .
(7 Notes No preview is available. £ Request information . jvirtual accounts
g-c tarcget S A < ANNMe
S Archive Microsoft Outlook 2 Ccopi ® & Q@ X
s () Microsoft Outloo Copilot suggested drafts ]
£ Enhvetsation Histo * Project Meeting (2) Sunig:22
Delivery has failed to these recipient... [ Thanks for details ][ Awaiting sample files ][ Confirming requirements received ]
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s (B8 Avery Blake; Microsoft Outlook
*" Team Daily Stand Up  (3) Sun1&21 A -

a0o
i G0/ Groups No preview is available.
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— File Home View Help Message |Insert Formattext Draw
2vMhv § v vl B T U & 2Dy o

~ Favourites Focused Other O ( = Tl
& Inbox 228

Other Emails (23)
Microsoft Power Automate; Microsoft

5
3} Senir®

Team Daily Stand Up

Options 09:00 Microsoft Teams Meeti...
v Py oy v O @ ® & -~ . | copiot v
%> Send this email during mest recipients’ work hours: Mon, Jan 26 at 8:00 AM Schedule send Dismiss

To: @ Avery Blake: rishona.elijsh@barhead.com B W Ty

.
7’ Draff Z’? ITF‘,’ an option below
: >
~ rishona ° Keep it a
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Discard
? Drail
B Sem‘ Modify content !
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£3 Junk 1
not ' Make it longer }
Arch

(=) Change Tone

Conversauun misiu...

C d @

Delivery has
£a search Folders
Avery Blake]
Team Daily Stand

SR SO GrELE No preview is available.

Re: RFP — Cash Management and Treasury Service

Draft saved at 00:30

Thank you for sharing the details regarding the RFP for Cash Management and Treasury Service.

We appreciate the clarity on the requirements, including the account structure for AUD/SGD with virtual
accounts, the Payments APl with webhook callbacks and SLA targets, FX risk advisory for monthly
SGD=+AUD flows, and the implementation timeline of 12 weeks. The submission deadline of 30
September and confirmation by 12 June are duly noted.

Please let us know if there are any a
stage.

specifications or supporting documents required at this

_\§ Modify content

RFP — Cash Management a...

\ =
0 Al-generated.. /) &)

%7 What do you want to do next?

© Keepit E
W Discard |

I':
»; rishona.elijgh@barhead.com

nagement covering Australia and Singapore. Key

A" Make it shorter ual accounts

target SLA < 300ms
flows (~USD 2.5m)
12 weeks

&' Make it longer

(=) Change Tone |

Submission due: 30 September 2026. Please confirm participation by 12 lune.
Regards, Priya

/’ Re:RFP—CashMa.. X 4 Re:RFP-CashMa.. X
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Conversation Histo...

£a search Folders
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Help

Message
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Focused Other g

Other Emails (23)

edits

before
sending

Yesterday

Avery Blake e
Check in to discuss the |...  Sun 18:46

No preview is available.

Microsoft Qutlook
Project Meeting (2) Sun18:22
Delivery has failed to these recipient...

Avery Blake; Microsoft Outlook [
Team Daily Stand Up  (3) Sun18&21
No preview is available.

=

Options

Af >

__ Team Daily Stand Up
09:00 Microsoft Teams Meeti...

D © @ | @ Copilot ~|

%> Send this email during most recipients’ werk hours: Mon, Jan 26 at 8:00 AM

H To: @ Avery Blake; @~ W @

Re: RFP — Cash Management and Treasury Service Draft saved at 00:53

Schedule send Dismizs

Thank you for sharing the details regarding the RFP for Cash Management and Treasury Service.

We appreciate the clarity on the requirements, including the account structure for AUDVSGD with virtual
accounts, the Payments APl with webhook calibacks and SLA target, FX risk advisory for monthly
SGD=+AUD flows, and the implementation timeline of 12 weeks. The submission deadline of 30
September 2026 and confirmation by 12 June are duly noted.

Please let us know if there are any additional specifications or documentation required at this stage. We
will review internally and confirm participation within the stipulated timeframe.

RFP — Cash Management a... /’ Re:RFP—CashMa.. X ¢ Re:RFP-CashMa.. X
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eview a contract

You are Legal counsel at

/IKLODIS

a growing SMB. The

Calibri

Op

Paste

supplier agreement T
uickly.

Do a fast first pass: spot
the commercial and legal
risks, clarify missing
information, and draft the
response back to the
supplier.

@ e @D B

business wants to sign a o

Draw Design layout References Mailings Review View

v

Normal

paragraph

SUPPLIER AGREEMENT
This Supplier Agreement (“Agreement’) is entered into as of [Date], by and between.

Boulder Innovations, 2 corporation organized under the laws of [statel, with a principal plac
at [Boulder Innovations Address] (‘Buyer’);

and
VanArsdel, td.,a limited company organized under the laws of [Country/State],vith
of business at [VanArsdel Address] (*Supplier”

RECITALS
WHEREAS, Buyer desires to purcl

controlled

supp and conditions setforth

Boulder-VanArsdel Supplier Agreement () Public « Saved v

Developer

for use I its production of rem

inthis

NOW, THEREFORE, in cansideration of the mutual covenants and sgreements herein contained, the.
P

1. Products and Scope.

Supplier shall manufacture and deliver to Buyer the materials described n Ext
accordance with the specifications provided by Buyer. Supplier shal e
applicable safety and qualit standards.

2. Ordering and Delivery.

1. Purchase Orders. Buyer ing quantitis, delivery dat
instructions. Suppiier shal confirm each business &

2. Delivery Terms. Products shal be dslivered FOB Buyer
the essen

rice and Payment

nited States) _Text Predictions: On

nd shipping.

Time s of

Heading

Editing  Create
% aPDF

Adobe Acrobat  Voice

ination for Convenience. Ether party may terminate this Agreement without cause upon
(60) days’ prior written

4.3 Termination for Cause. Either party may terminate this Agreement immediately if the other

breaches any materil term and fals within thirty (30) days after recelv

notic
5. Warranties|
Supplier warrants that al Products:

il be free from defects in material and workmanship for a period of one (1) year from
delivery.

Nillconform to the specifcations and samples approved by Buyer.
il be manufactured in compliance with all applicable laws and regulati
bty and Indemification

6.1 Limitation of ept for bre confidentialty or indemnification obligations, neither

party shall be liable for indirect incidentl, or consequential damages.

62.Indemnification. Supplier agrees to indemnify and hold harmless Buyer from any third-party claim;
5, or damages arising from defective Products or Supplier's breach of this Agreement.

7. Confidentiality

Each party agrees to mainta: e any non-public information received in

connection with this Agreems

8. Force Majeure:

Neither party shallbe liable for falure to perform due to causes beyond

acts of God, war, labor disputes, or government actions

9. Governing Law

“This Agreement shall be governed by and construed in accordar

state, e.g, New York] wi gard toits confiict of law prin

Document
eneration

Adobe




Boulder-VanArsdel Supplier Agreement O Public = Saved ~

File

Home

fﬁ _‘ |§3f-

m | [

Paste

~

Clipboard
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.g.
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Page 2 of 3
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634 words

iIn Word

Insert Draw Design Layout References Mailings Review View Developer Help Acrobat |DComments||_fEditing v|
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Ll MRty H €ea d I ng ke Editing Create Dictate = Sensitivity =~ Add-ins = Editor Copilot = Document
pen the contrac G e
Styles 1557 Adobe Acrobat Voice Sensitivity Add-ins Adobe b4
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Bcument outlines the agreement between Boulder Innovations snd VanArsdel, Ltd. for the supply of materisls used in

SUPPLIER AGREEMENT

Thiz Supplier Agreement (“Agreement”) is entered into as of [Date], by and between:

Boulder Innovations, a corporation organized under the laws of [State], with a principal place of
business at [Boulder Innovations Address] {“Buyer™);

and

VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place
of business at [VanArsdel Address] (“Supplier”).

RECITALS

MWHFRFAS Buyer desires to purchase certain materials from Supplier for use in its production of remote-
controlled toy cars; and

WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this
Agreement.

MOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the
parties agree as follows:

1. Products and Scope

Supplier shall manufacture and deliver to Buyer the materials described in Exhibit A (“Products”) in
accordance with the specifications provided by Buyer. Supplier shall ensure all Products conform to
applicable safety and quality standards

2. Ordering and Delivery

2.1. Purchase Orders. Buyer will issue purchase orders specifying guantities, delivery dates, and shipping
instructions. Supplier shall confirm each order within two (2) business days.

2.2 Delivery Terms. Products shall be delivered FOB Buyer's facility, unless otherwise agreed. Time is of
the essence

3. Price and Payment

(RS Text Predictions: On @ ﬁ’,Accessibility: Good to go

English (United States)

7= It defines the rogign
View more

and canditio

supplier-buyer re!

4.2 Termination for Convenience. Either party may terminate this Agreement without cause upon sixty
(60) days’ prior written notice.

4.3. Termination for Cause. Either party may terminate this Agreement immediately if the other party
breaches any material term and fails to cure such breach within thirty (30) days after receiving written
natice.

5. Warranties|

©

Supplier warrants that all Products:

+  Will be free from defects in material and workmanship for a period of one (1) year from
delivery.

= Will conform to the specifications and samples approved by Buyer.
*  Will be manufactured in compliance with all applicable laws and regulations.
6. Liability and Indemnification

6.1. Limitation of Liability. Except for breaches of confidentiality or indemnification obligations, neither
party shall be liable for indirect, incidental, or consequential damages

6.2. Indemnification. Supplier agrees to indemnify and hold harmless Buyer from any third-party claims,
losses, or damages arising from defective Products or Supplier’s breach of this Agreement.

7. Confidentiality

Each party agrees to maintain in confidence and neot disclose any nen-public infermation received in
connection with thiz Agreement, except as required by law.

B. Force Majeure

Meither party shall be liable for failure to perform due to causes beyond its reasonable contral, including
acts of God, war, labor disputes, or government actions.

9. Governing Law

This Agreement shall be governed by and construed in accordance with the laws of the State of [Choose
State, e.g., New York], without regard to its conflict of law principles.
=

[ Display settings [, Focus - +—+ 0%
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Activity ~
ines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of
materials us nufacturing remote-controlled toy cars. It defines the responsibilities, terms, and conditions
governing the supplier-buyer relationship.
+ Products and quality standards: The supplier will manufacture and deliver materials as specified by the buyer,
ensuring all products meet safety and quality standards. [1]
+ Ordering, delivery, and payment: Buyer issues purchase orders with details; supplier confirms within two
business days. Delivery is FOB buyer's facility, and payment is due within 30 days of invoice. Prices are fixed for the
agreement term. [2] [3]
- Agreement duration and termination: The agreement lasts one year with automatic renewals unless
terminated. Either party can terminate for convenience with 60 days’ notice or immediately for breach if uncured in
30 days. [4][5]
« Warranties, liabilities, and confidentiality: Supplier warrants products free from defects for one year and
compliant with laws. Liability is limited except for confidentiality breaches and indemnification, with mutual
confidentiality obligations. Force majeure excuses nonperformance. [6] [7]
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% Summary L_! Insights Activity

- Key nu I"Sightj

2 Business Days for Order Net 30 Payment Terms 1-Year Initial Agreement Tern
Confirmation

Buyer is required to pay all The Agreement remains in effec
Supplier must confirm each undisputed invoices within 30 days one year from the effective date
purchase order within two business from the invoice date, supporting providing a defined contractual
days, ensuring prompt predictable cash flow [2]. period [3].
acknowledgment and processing
1.

&) Suggested Q&A

1 | What are the main responsibilities of the Supplier and Buyer under this agreement?

The Supplier is responsible for manufacturing and delivering the specified materials according to Buyer's

specifications and ensuring quality and compliance with laws, while the Buyer issues detailed purchase orders
and fulfills payment obligations as set forth in the agreement [1] [2].

2 | How can either party terminate the agreement, and what notice is required?

Page 1 of 3 634 words D;'< English (United States) Text Predictions: Qn @ ﬁ,nccessibility: Good to go @Displa},r Settings :D: Focus F‘g -—— B+ 100%




File Home Insert Draw
Ijj X | |calibri

Paste Ij li‘ I U~ e
- & A~ 2. A~

Clipboard & Font (57} Paragraph Iy

g : S o0 gl
Open Copllot | Serl;%‘wty As . Copilot | Document

o Generation

pa n e i Sensitivity Add-ins Adobe ¥
; Work Web . an X

P2t a3 4 o500 m e F o B @ 100

eI P ETTIO SOOI UM Uy Lats, (CUSITIES L1 | Sy 1115, a1 LU Urs

Let's connect the dots

SUPPLIER AGREEMENT

This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between: Message Copilot
Boulder Innovations, a corporation organized under the laws of [State], with a principal place of + = i
Pl
business at [Boulder Innovations Address] (“Buyer”);
and
VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place
of business at [VanArsdel Address] (“Supplier”). Make the following text more concise: text
RECITALS
WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its production of remote- Procfread for grammar and:spelling mistakas: text
controlled toy cars; and
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this ; y 2
Rewrite this to sound more professional and less verbose: text
Agreement.
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the
See more v

parties agree as follows:

1. Products and Scope .
M3265 Copilot @

Supplier shall manufacture and deliver to Buyer the materials described in Exhibit A (“Products”) in
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Create a checklist of obligations for Buyer and Supplier. | Let's connect the dots
Cite clause numbers for each item.

Create a checklist of obligations for Buyer and Supplier.
SUPPLIER AGREEMENT Cite clause numbers for each item.

—
This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between: + o

RC

Boulder Innovations, a corporation organized under the laws of [State], with a principal place of
business at [Boulder Innovations Address] (“Buyer”);
and Make the following text more concise: text

VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place
of business at [VanArsdel Address] (“Supplier”).

Proofread for grammar and spelling mistakes: text
RECITALS

WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its production of remote-
controlled toy cars; and

WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this
Agreement.

Rewrite this to sound more professional and less verbose: text

See more v

NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the
parties agree as follows:

M365 Copilot @
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[Ej* Summary This document outlines the agreement between Boulder Innovations and Van&rsdel, Ltd. for the supply of materials used in
manufacturing remote-controlled toy cars. It defines the reerma and conditions governing the supplier-buyer relationship. ... . .
i€w mote Buyer obligations

Issue purchase orders specifying quantities, delivery dates and
shipping instructions. (Clause 2.1) @B Boulder-vanArsdel su..,

Pay all undisputed invoices within Net 30 days from date of invoice.
(Clause 3.2) @8 Boulder-VanArsdel Su...

Provide specifications for Products as described in Exhibit A. (Clause 1)
(implied through Product specifications) 3 soulder-vanarsdel su..

= Provide written notice for termination for convenience at least 60 days

SU PPLIER AGRE E M ENT prio;’_ (Clause 4.2) 8 Boulder-Vanarsdel Su...

This Supplier Agfecment ("Agreerment”) is entered inta as of [Date], by and betwesh: = Provide written notice and reasonable cure period if terminating for
cause. (Clause 4.3) &3 soulder-Vanarsdel su..
Boulder Innovations, a corporation organized under the laws of [State], with a principal place of

Maintain confidentiality of non public information. (Clause 7)
business at [Boulder Innovations Address] (“Buyer”);

and
VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place Provide a table format of the checklist
of business at [VanArsdel Address] (“Supplier”).

RECITALS Draft an email to the team with this checklist

WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its production of remote- Highlight the most critical obligations
controlled toy cars; and
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this

Message Copilot
Agreement.

©

=
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the + ==
parties agree as follows:
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[_gf Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in N s
manufacturing remete-controlled toy cars. It defines the reerm; and conditions governing the supplier-buyer relationship. = Follow notice requirements for amendments, assignment and formal
communications. (Clause 10.2-10.4) 8 Eoulder-vanarsdel su,.
If you want, | can also turn this checklist into a table or rewrite it in a style
suitable for an email or briefing.
SUPPLIER AGREEMENT Soues i) >
This Supplier Agreement ("Agreement”) is entered into as of [Date], by and between: B
Boulder Innovations, a corporation organized under the laws of [State], with a principal place of
business at [B. rmat of the checklist
and . h . ' " | w ' h-
v, LISt what is missing, unclear, or risky in this agreement. e team with this chiecist
of business at . . 3 . . .
s | Prioritise: must fix before signing, should fix, nice to have.  aiica obigations
LY W
MVHEREAS, B oo oo s oo e
controlled toy cars; and : ey ; - : S
yiears; List what is missing, unclear, or risky in this agreement.
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this Prioritise: must fix before signing, should fix, nice to have.
Agreement.
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the o bl
parties agree as follows:
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E} Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the

manufacturing remote-controlled toy cars. It defines the refijl erms, and conditions govermning 1
- View more :

SUPPLIER AGREEMENT

This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between:

Boulder Innovations, a corporation organized under the laws of [State], with a princig
business at [Boulder Innovations Address] ("Buyer”});

and

VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with
of business at [VanArsdel Address] (“Supplier”).

RECITALS

WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its pro
controlled toy cars; and

WHEREAS, Supplier agrees to supply such materials under the terms and conditions se

Agreement.

NOW, THEREFORE, in consideration of the mutual covenants and agreements herein «
parties agree as follows:
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Risky termination framework
+ Automatic renewal could lock the Buyer into unintended renewals if overlooked. (Term)
@ Boulder-VanArsdel Su...
+ Sixty days’ notice for convenience termination may be too long for operational needs. (Termination for
Convenience) €8 Boulder-VanArsdel Su..,
+ Thirty day cure period may be too generous for critical supply failures. (Termination for Cause)
(@ Boulder-VanArsdel Su...
Warranty and liability gaps
= Supplier warranty excludes duration appropriate for safety-critical components unless one year is
acceptable. (Warranties) @8 Bouldar-vanarsdel su..
« Liability is limited broadly, including for supplier-caused operational losses. Buyer may need carve-outs
beyond confidentiality and indemnification. (Limitation of Liability) 8 soulder-vanarsdel su..
Governing law left incomplete
Provide a negotiation brief for the supplier Draft an email to the supplier outlining these issues
Create a table summarizing the must-fix items
|Message Copilot
+ == g
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E} Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in AN L B IR L NSRIL AL ) S st s s e
manufacturing remote-cantrolled toy cars. It defines the rﬁ'erm; and conditions governing the supplier-huyer relationship. .. - Add definitions section to avoid ambiguity in recurring terms:

Products, business days, defects, laws and regulations.
+ Clarify confidentiality carve-outs, such as disclosures required by
regulators or for professional advisers. (Confidentiality)
@ Boulder-VanArsdel Su...

Commercial enhancements

« Include service level expectations, such as responsiveness,
communication protocols or escalation paths.

SUPPLI ER AGRE E MENT + Add KPls or performance metrics, particularly for supply reliability and

This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between: Suatib:
E
L e a negotiation brief for the supplier
a . . . .
. Draft an email to the supplier requesting changes. Keep it |, caio e suppler outining these issues
C -
professional, short, and reference clause numbers. ¥ a table summentzing the museiitens
: : 2
controlled toy cars; and Draft an email to the supplier requesting changes. Keep it
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this professionall short, and reference clause numbers.
Agreement.

©

—
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the + =

parties agree as follows: ! ;
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[3* Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in

manufacturing remote-controlled toy cars. It defines the reerma and conditions governing the supplier-buyer relationship. ..
- iew more : .
@& copilot U ©

Here is your draft email, now ready in Outlook for you to review and edit
before sending.

Email subject Request for revisions to the Supplier Agreement
Email body Hi team,

We have reviewed the draft Supplier Agreement and need several changes
before we can proceed.

SU PPLI ER AGR EEM E NT Key items requiring amendment:

+» Add the Effective Date and full party addresses (opening section).
* Include Exhibit A (Product specifications) and Exhibit B (Pricing) (clauses 1

Boulder Innovations, a corporation organized under the laws of [State], with a principal place of and 3.1).
business at [Boulder Innovations Address] (“Buyer”);
and

This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between:

* Update termination provisions to reduce the 60 day convenience notice
and shorten the 30 day cure period (clauses 4.2 and 4.3).

» Specify governing law by nominating the applicable jurisdiction (clause
of business at [VanArsdel Address] (“Supplier”). 9)

VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place

RECITALS « Strengthen warranties and liability provisions, including broader carve

WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its production of remote-

controlled toy cars; and

WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this |Message Copifot

Agreement.

©

—c
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the +
parties agree as follows:

Al-generated content may be incorrect

Page 1of 3 634 words D;(' English (Australia) Text Predictions: On @ ﬁﬁc(ﬂﬁﬁibi“‘t}fl Good to go @Display Settings :D: Focus @ F‘e -—F—+ 100%




@ AutoSave [}:5’1 I£) ¥ [ Boulder-VanArsdel Supplier Agreement o Public = Saved v

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat | T3 Comments | | & Editing ~|
1 X | |calibri vl o~ 3= ' O - S ]

Pasia B l_‘ U~vae x, X Ffp Normal No Spacing H eadlng he Editing Create Dictate = Sensitivity =~ Add-ins  Editor Copilot = Document

I 1 A~ £~ ﬁ v Aawe | A AT % a PDF v o Generation
Cliphoard & Font (5 [ Styles (5] Adobe Acrobat Voice Sensitivity Add-ins Adobe ¥

L (i (L] ||5\1|2|3|4| [ TR SR - S s A | SER S » USRS U e * SR © AN R e (e (i !
= © Work Web n X
gy Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in . B L . . =
manufacturing remote-controlled toy cars. It defines the rejjij ferms, and conditions governing the supplier-buyer relationship. .. * Specify governing law by nominating the applicable jurisdiction (clause
View more ) 9)

= Strengthen warranties and liability provisions, including broader carve
outs and clarity on defect coverage (clauses 5 and 6.1).

* Expand the indemnity to include direct losses and IP infringement (clause
6.2).

Please provide an updated version incorporating these changes.

Regards,
Rishona

SUPPLIER AGREEMENT

This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between: sending.

You can use this draft as a starting point and make any edits before

Boulder Innovations, a corporation organized under the laws of [State], with a principal place of

business at [Boulder Innovations Address] (“Buyer”);

Sources 5
and

VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place

of business at [VanArsdel Address] (“Supplier”). ® Editin Outlook LD & Q QJJ

4 D

RECITALS

WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its production of remote-

controlled toy cars; and

WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this Message

Agreement.

—- - -
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the + £ m Ed lt I n Outloo k

parties agree as follows:
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Inbox W & = From: rishona.elijah

Today

Clipboard Basic Text Collaborate Vioice

I Hiteam,

We have reviewed the draft Supplier Agreement and need several changes before we can proceed.

Key items requiring amendment:

* Add the Effective Date and full party addresses (opening section).

* Include Exhibit A (Product specifications) and Exhibit B (Pricing) (clauses 1 and 3.1).

» Update termination provisions to reduce the 60 day convenience notice and shorten the 30 day cure period (clauses 4.2 and 4.3).
* Specify governing law by nominating the applicable jurisdiction (clause 9).

= Strengthen warranties and liability provisions, including broader carve outs and clarity on defect coverage (clause 5 and 6.1).
* Expand the indemnity to include direct losses and IP infringement (clause 6.2).

Please provide an updated version incorporating these changes.

Regards,

+n

## Rishona
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reate an onboarding presentation for new starters

You have a document
containing an
onboarding guide for
new starters.

It is not easy to
deliver consistently in
it's current format.
You want to turn it into
a presentation deck.
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" ONBOARDING
GUIDE: NEW
STARTER AND
MANAGER PACK

PURPOSE

This guide helps new starters settle in quickly and helps managers deliver a consistent
onboarding experience. It provides a simple plan for day one, week one, and the first
month, plus key contacts and common questions.

111110

HOW TO USE THIS GUIDE

+ Managers: use the manager checklist before day one and follow the first week schedule.
* New starters: use the first week schedule and the FAQs to find help quickly.
+ Everyone: keep this document as the source of truth and update it after improvements.

BEFORE DAY ONE: MANAGER CHECKLIST

+ Confirm start date, start time, location, and who will greet the new starter.
+ RequestIT access: email, Teams, line of business systems, and any shared mailboxes.
+  Prepare workspace: desk, chair, monitor, headset, and building access if applicable.
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FOR THE MANAGER

- Welcome and explain ke in the first month.

s igh the fi ‘confirm meeting invi d.

= Explain how the team works: communication, approvals, and escalation paths.

= Setupashort daily check in for the first week and a longer weekly check in for month one.

Use this schedule as a template. Adjust it to fit the role and business needs.

DAY 1

= Welcome and introductions
IT setup and access checks
Role overview and first tasks.
Policy overview and questions

DAY 2

«  Systems training for key tools

= Meet key stakeholders

- Start core tasks with buddy support

DAY 3

= Process walkthrough for a typical work item

= Quality expectations and templates

= Manager check in: what is working, what is blocked

DAY 4

= Shadow a live task or mesting
- Practice a task end to end

- Feedback and adjustments
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= Create a new presentation
‘f & Create a new presentation with file
E El Add a slide
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- Click to add subtitle '
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29/ 2000 Files
m; Onboarding guide
Presentation design ' Rishona Elijah modified 10 minutes ago
@ Flexible work policy
= Rishona Elijah modified December 24, 2013
NE HR records and record keeping policy
= Rishena Elijah modified December 24, 2013
BASIC
PRESENTATION @< Adatum Prom
= = Rishona Elijah modi
Mo Adatum Leave
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Guide docume_pt

Create a presentation about Onboarding guide.docx
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= Work Web

Act as a new starter who is being onboarded using this presentation. Provide
feedback on areas that may need further clarification or information provided

@) Copilot @

Here is clear and constructive feedback written as if | am a new starter going through this onboarding deck. |
have not added citations, because the feedback is based on experience of reading the slides rather than
referencing enterprise data.

If you would like, | can convert this into a slide, a document, or a script to use in a workshop.

Feedback from a new starter reviewing the onboarding

presentation

Overall impressions

The presentation is well structured and gives a helpful overview of what to expect in the first dav. week. and
Provide more details on the first week schedule Include examples of common security risks

Add a section on company culture and values

Message Copilot

s ol
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Onboarding
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Areas that may need further clarification
S e boc 1. Pre onboarding responsibilities
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5 j _ « Whether remote workers receive equipment by mail, and how early they should expect it.
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Understand law changes /IKKODIS

You are a legal counsel.

4 Researcher > Recent Australian SME Employment Law Changes Summary

Employment law
changes are creating
confusion.

nt Australian employment law changes affecting SMBs

4 Researcher

You need to brief
management on these
changes and map
changes to internal HR
policies.




o BN Work Web Auto - ©

I ® Newchat

{3 Search

Launch i, how can | help?

iy Library

% Crecte Researcher
s agent in M365
Copilot Chat

Agents

o Tools " g e
. Analyst k
B Frompt Coach . _
Researcher . @
8 skills (Frontier) List key points from Diagnose why device/software is
VanArsdel RFRdocx not performing as expected an...
Health DEI}" SUppDI"t Bloe |5 3.close collzaborator You recently opened
Microsoft 365 Admin
See more v

B Apps
RE Rishona Elijah

M365 Copilot @



() New chat

(3 Search

Iy Library
37 Create

Frontier

Agents

& Researcher

4 Analyst

Bl Prompt Coach

& skills (Frontier)

@) Microsoft 365 Admin
@ Learning (Frontier)
B Apps

RE Rishona Elijah

M365 Copilot @

|

& Researcher

What do you want to research today?

@ Researcher

+ I Computeruse o Sources

E (]

E. Project update

Executive status report on Project

& Market analysis

Analyze the market position of
Company

& Topic report

Update me on Topic

% Meeting prep

Help me prepare for my
meetings next week.

=22 Customer brief

Help me prepare for a meeting
with Customer,

@ Daily briefing

Show today's updates, tasks, and
meetings to help me get started.



Uses for Researcher

@ Researcher

Copilot

» General assistance (writing, coding, productivity) * In-depth research, technical investigation
 Surface-level detailed * Deep, multi-source analysis

» Specialised tools for academic databases, citation

* Web search, image generation
management

» Conversational, adaptable tone * Formal, structured, academic tone

* Follows user prompts * Proactively suggests next steps, identifies gaps

* May provide general references * Provides formal citations

» Academic writing, technical reports, policy analysis,

* Emails, summaries, code help, brainstorming scientific reviews




Uses for Researcher

@ Researcher

IKLODIS

Law change brief
Research recent law changes and how it impacts company policies

Workplace investigation preparation
Turn incident notes and policies into a chronology, evidence checkilist,
and interview questions.

Contract and vendor research
Research common contract risks and draft negotiation talking points,
backed by sources and examples.

Policy and process update justification
Create a decision brief explaining why a process is changing, what to
update, and how to communicate it.




L ] 0 & Researcher Bl

| 4 Researcher

o Analyst . ResearCher

B¥ FPrompt Coach
€ Skills (Frontier)

' EcoSense sales assistant e

Research recent Australian employment law changes affecting SMBs in the last 12 months.

Healtth By SUpport B Focus on leave, flexible work, pay conditions, and record keeping.
Provide a short brief with citations.
{J& New agent

+ All agents _|_

=

‘s Computer use  o° Sources

Motebooks

B Construction |
Research recent Australian employment law changes affecting SMBs in the last 12 months.

Ml Eabrikam Moh
Focus on leave, flexible work, pay conditions, and record keeping.

B A . ) . .
i Provide a short brief with citations.

RE Rishona Elijah

M365 Copilot ® &2 Customer brief & Market analysis

Heln me nrenare for a meetinao with Customer. Analvze the market nosition of Companv
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& Researcher > Recent Australian SMB Employment Law Changes Summary =

@ Researcher Before | begin the research, could you clarify a couple of things so | can tailor the brief to
& Analyst your needs?

8 Prompt Coach 1. Are you looking for changes at the federal level only, or should | also include state-

specific legislation (e.g. NSW)?

2. Would you like the brief to include implications or recommendations for SMBs, or just a

factual summary of the changes?

Respond to

clarifying
. me know to go ahead.
questions

~ Choose your report length

Once | have your input, I'll get started — or if you'd prefer | use my best judgement, just let

Short Long
Motebooks
B Construction Project for Clie... Just cover federal changes Include both federal and NSW laws
IE_l Eabr |_:-ﬂ'- [ '-'-!'~:':-T ':_:Fﬂ'.f"-.'- A )
Create a short report, federal level. Don't include recommendations yet.
B Apps

RE Rishona Elijah e :
Create a short report, federal level. Don't include recommendations yet.
M3B5 Copilot |




ﬁ BB & Researcher » Recent Australian SMB Employment Law Changes Summary @

" IV I Tl el 1]

& BResearcher
. Analyst
L Evaluating changes... % Show less
Prompt Coach i :
Summarizing the details
Skills {Frontier) The chunk highlights the Protecting Worker Entitlements Act (June 2023, effective up to Jan
2024) changes to unpaid parental leave, suggesting specific details might be found by
Microsoft 365 Admin clicking further.

Analyzing leave amendments
Learning (Frontier)

I'm piecing together changes to parental leave laws, including "Baby Priya's law” from
Movember 2025 and updates to unpaid parental leave from July 2023,

s 8 8B O B

Mew agent
Evaluating relevance
All agents I'm noting that some adjustments to parental leave and family violence leave are beyond
the 12-month relevance, such as the 2023-2026 timelines, and may not be applicable,
MNotebooks E
[El Construction Project for Clie... S|
|E| Fabrkam Mohile Banking Ap
B Apps
Re Rishona Elijah + ° Computeruse o° Sources 9 @'

M365 Copilet @
Al-generated content may be incorrect



Follow-Up Email with

Review the attached C5V: &

Project Mikestonzs and Timelin...

Supplier Agresment Compariso._..

Top Sodal Media Trends for

& Researcher » Recent Australian SME Employme

. &
Recent Australian Employment Law
Changes (Federal) — Impact on SMBs
(Last 12 Months)
In the past ys Australia’s federal workplace laws have undergone significant updates ctineg small and
medium-sized businesses (SMBs) changes cover leave entitiements, flexible work arrangements, pay
conditions, and record-keeping cbligations. Below is a concise sum
legislation and authoritative sources for each area:
Leave Entitlements Fiexible Work
Extended paid paren “Right to discon
employ
PENMENENCY.
Record-Keeping
1. Leave Entitlements
= Paid Parental Leave (PPL) Expansion: The federal government-funded PPL scheme was extended to 24
weeks {up from 13 ks for births options on or after 1} 125, In addition, a new law provides
that superannuation contributions {12%] are now paid on PPL - the Government will © bute
2025, to help closs the
the Paid Parent
Amend Superannig 202!
Employers should updal ol
t0 PPL imsuniie
= "BabyPriya's Law"” — Stillbirth Leave Protections: in Movember 2025, Parliament p -

Summar

hiight the most urgen

he key compliance ges 1o iy

+ A Computeruse o7 Sources €
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Map law changes to your policies /IKLODIS

You have HR policy documents stored in SharePoint.
Use Researcher to map it’s findings to your policies

i1 SharePoint

Documents [[ly ~
(3 Name ~ D Modified By ~
el *Flaxible work policy.docx
Site contents m: “HR records and record keeping policy.docx

Recycle bin




s ] & Researcher > Recent Australian SMB Employment Law Changes Summary -
e EcoSense sales assistant records, aligning workplace practices with the latest Australian employment laws. finvor +2 =
winterconsulting =1 fainsork +1

Health Day Support Bot

All People Files Meetings Emails Chats Sites Other Q T &
{;‘E Mew agent k‘_/
» All agents . HR records and record keeping policy
ﬂ' Created 7 minutes ago
Motebooks

HR Policies

https//rishonarmvp.sharepoint.com/sites,/HRPolicies

Bl Construction Project for Clie...

El Fabrikam Mobile Banking Ap...

SharePoint site
In your prompt )

- All notebooks

Chats (9]

Recent Australian SMB Employ...

Using the policies found in /HR PD|
B Apps

Re Rishona Elijah + A Computeruse o Sources

M365 Copilot @

Al-generated content may be incorrect




&/ ] EN

. EcoSense sales assistant
@ Health Day Support Bot

{}3 Mew agent

+ All agents

Motebooks

[l Construction Project for Clie...
[E Fabrikam Mobile Banking Ap...

« All notebooks

Chats ]

Recent Australian SMB Employ...

Apps
Re Rishona Elijah

M365 Copilat &

& Researcher > Recent Australian SMB Employment Law Changes Summary &

LIIHIIH'\.’E.‘I, HUI".-IIIIII\}II'L Tl TEIWY TIEIND Rl rn il 1S WPl LTS e DAL fy LUUFJIUIDJ PRSI T3y el WLl sl

authoritative commentary as cited throughout. Each citation corresponds to the source of
the law or explanation for verification. These changes ensure that SMB employers provide
fair entitlements, promote work-life balance, pay correct wages, and maintain proper

records, aligning workplace practices with the latest Australian employment laws. finwerk +3

winterconsulting +1 fainmwork =1

| | HR Paolicies | X

Using the policies found in HR Policies, list what needs updating and why.

Present your output as a table with the columns: policy, section, change needed, priority.
Cite sources for each change.
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Finalizing pay policy updates... 2

Considering adding a “Compliance™ section to-the payroll document, sxplicitly covering minimum wage, penalty rates, and wage.

Policy Section Change Needed Priority
Leave and absences Parental leave Update to reflect new High
policy entitlements.

Government Paid
Parental Leave has been
extended to 24 weeks
(from 18 weeks) for
births or adoptions from
TJuly 2025 bemickiynch. ,
Also add that any
employer-paid parental
leave cannot be
cancelled due to
stillbirth or infant
death, in line with
“Baby Priya's law” (Fair
Work Amendmeant 2025)

BRI

Flexible work policy After-hours contact Add a section on the High

(Right to Disconnect) "right to disconnect”

Draft updated policy text for each section Summarise the legal nsks if policies aren't updated
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Ry Workplace Policy Compliance Updates

Preview 0 [T

@

“

Workplace Policy Compliance

Key Legislative Updates & Required Policy Changes

A concise summary of critical Fair Work amendments and required HR policy

Key Takeaways

* Parental Leave: Extended to 24 weeks from 1 July 2025.

s Right to Disconnect: Employees can refuse after-hours
contact from 26 Aug 2025,

+ Casual Conversion: Eligible casuals can request
permanent roles after 12 months.

» Wage Compliance: Underpayment is a criminal offence
from 1 Jan 2025.

* Pay Slip Rules: New deduction details required from
Dec 2023,

Flow: Casual Conversion Process

* 12+ months of continuous service

s Employee submits conversion request
* Employer assesses eligibility

» Decision must be provided in writing

» FRefusals require valid business grounds

updates.

Timeline of Key Changes

®Dec 2023

MNew pay slip requirements: include deduction-amount and account
details,

®1 Jan 2025

Intentional wage underpayment becomes a criminal offence,

@1 July 2025
Paid Parental Leave extended to 24 weeks.

®26 Aug 2025
Right to Disconnect and Casual Conversion rights take effect.

Policy Updates Required
* Leave & Absences: Update parental leave for 24 weeks
8 Baby Priya's Law,

» Flexible Work: Add Right to Disconnect & Casual
Conversion process,

* Payroll: Emphasize wage compliance and cAminal
nanaltiac
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contact from 26 Aug 2025,
* Casual Conversion: Eligible casuals can request
Convert to permanent roles after 12 months,
) } = : * Wage Compliance: Underpayment is a criminal offence
& Word ﬁ PowerPoint % PDF %I Infographic from 1 Jan 2025,
- * Pay Slip Rules: New deduction details required from
D&+~ Dec 2023,
& Researcher
& Flow: Casual Conversion Process
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s 12+ months of continuous service

* Employee submits conversion request
» Employer assesses eligibility

* Decision must be provided in writing

= Refusals require valid business grounds
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@1 Jan 2025

Intentional wage underpayment becomes a criminal offence.

@1 July 2025
Paid Parental Leave extended to 24 weeks.

®26 Aug 2025
Right to Disconnect and Casual Conversion rights take effect

Policy Updates Required
» Leave & Absences: Update parental leave for 24 weeks
8t Baby Priya's Law.

» Flexible Work: Add Right to Disconnect & Casual
Conversion process.

* Payroll: Emphasize wage compliance and criminal
nonaltiac
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& Researcher » Recent Australian SMB Employment Law Changes Summary &)

& Researcher

E2 An HTML infographic poster summarizing the Workplace Policy Compliance Updates for 2025 has been

created in the canvas.

Sources

0D &2~

& Researcher

Here's your new page:

ef Manager Brief... >

Create a manager brief, following the template attached. Keep it plain English and cite sources.

g Manager Brief.. X

Create a manager brief, following the template attached. Keep it plain English and cite sources.
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@ AutoSave m C_) = = Manager Brief template - Compatibility Mode O Public = Last Modified: 47m ago

File  Home |Insert Draw Design Layout References Mailings Review View Developer Help Acrobat | %3 Comments | | ¢ Editing v| [EESIEICES
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+
z 2 . ‘
2 ’Template. Manager Brief
: Topic: [Insert topic]

P Audience: Managers

‘%’ Date: [Insert date]

in

= Key message

2 [In one sentence: what is changing and why]
~

i What managers need to do

@ ¢ [Action 1]

i » [Action 2]

Ly » [Action 3]

e

=

= What not to do

- s [Avoid 1]

ﬁ ¢ [Aveid 2]

&

= FAQs

- » Question: [] Answer: []

'Z' » Question: [] Answer: []

ﬂ » Question: [] Answer: []

@

-~ . .

i Escalation triggers

ﬁ * [When to involve People and culture]

b # [When to involve Legal counsel]

[=%)

~
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& Researcher > Recent Australian SMB Employment Law Changes Summary

@l Manager Brief t...

Create a manager brief, following the template attached. Keep it

plain English and cite sources.

& Researcher

Working...

Processing your request.

Here’s your manager brief, tailored to the recent Australian employment law changes affecting SMBs:

I Download the Manager Brief — Employment Law Updates I

Let me know if you'd like a version tailored for employees, or if you'd like to add recommendations or

training notes for managers.

Sources B8 >
0 &6 2~

Make an employee version of the brief

+ K Computer use

o° Sources

Add practical recommendations for managers

©
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Manager Brief Employment Law Updates - Compatibility Mode O Public » Saving... ™~

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat |17 Comments | | £ Editing ~| S v
L L ko) ||"'?‘|‘1-|-2-\-3-\--1‘|-5‘|-6-\-?-\‘B‘|-9-|-1[|-|-11-|‘12‘|‘13-|-]4-\-15'\\-|‘|‘|‘|-\-
= |:| =
il M anager Brlef Escalation triggers
% g & [funsure how to handle a flexible work or parental leave request, or if a team member
= raises concerns about pay or hours.
2l Topic: Employment Law Changes — HR Policy Updates ® Ifyoureceive a formal complaint or legal threat related to wage underpayment, leave
= entitlements, or right to disconnect.
o Audience: Managers
= ?‘/q

= Key message
0 Recent changes to Australian employment law affect leave entitlements, flexible work, pay
= compliance, and record-keeping.

e

~ What managers need to do

e = Update team rosters and expectations to reflect the new Right to Disconnect from 26

o Amgust 2025 (Fair Work Amendment Act 2024

N * Ensure casual employees with 12+ months of service are informed of their right to

a;‘ request permanent roles (Fair Work Amendment Act 2024).

= * Review and apply new parental leave entitlements, including 24 weeks paid leave and
T stillbirth protections (Paid Parental Leave Amendment Act 2024; Baby Priya's Law).

=

& What not to do

'3 + Do not contact employees outside of work hours unless it's urgent or agreed in advance
i (Right to Disconnect).

- + Do not ignore casual conversion requests or fail to respond within 21 days (Fair Work
A Act 5.66B).

2

= FAQs

2 *  Question: What is the Right to Disconnect? Answer: Employees can refuse unreasonable
5 work contact outside their normal hours from 26 August 2025. Exceptions apply for

59 emergencies or agreed availability.

. *  Question: What is the Right to Disconnect? Answer: Employees can refuse unreasonable
= work contact outside their normal hours from 26 August 2025. Exceptions apply for

;‘ emergencies or agreed availability.

= * Question: What is the Right to Disconnect? Answer: Employees can refuse unreasonable
; work contact outside their normal hours from 26 August 2025. Exceptions apply for

'3' emergencies or agreed availability.

&

page 1of2  271words [}  English (United States)  Text Predictions: on @ f",nccessibwlity: Good to go L[ Display Settings :D: Focus '_'='e -—h—+ 9%




o

O Newchat Turn the brief into a
Q search video for managers What do you want to create?

My Library
h Create . - — . C - - .

(] Create an image @ PowerPoint fd Word ] Excel [*] Create a video (5 Design an infographic More...
Tl

& Create

Describe what you want to create

4 Analyst
+ Add afile {) Brand and colour
B Prompt Coach

€} skills (Frontier)
Workforce Insights (Frontier)

Create videos with Copilot (O P My videos

n EcoSense sales assistant

(o New agent

- All agents

& ]

Motebooks

B Construction Project for Clie...

B Fabrikam Mobile Banking Ap...

Generate clip Create a video project Start from a PowerPoint Start from a document
B Apps

Re Rishona Elijah

365 Copilot @ Generate A Clip @



() New chat
?
Q Search What do you want to create?
My Lbrary
h Create . - — . C - - .
(] Create an image @ PowerPoint fd Word ] Excel [*] Create a video 5| Design an infographic More...
Frontier
Agents

® R . Describe what you want to create
Bsearcner

4 Analyst
+ Add afile {) Brand and colour

[*] Create a video

B Prompt Coach

€} skills (Frontier)
@ Workforce Insights (Frontier)

Create videos with Copilot (O P My videos

o EcoSense sales assistant

(o New agent

- All agents
| - | | ‘
Motebooks /

B Construction Project for Clie...

B Fabrikam Mobile Banking Ap...

Generate clip Create a video project Start from a PowerPoint Start from a document
B Apps

Re Rishona Elijah

365 Copilot @ Generate A Clip @



oD

B Attach the Manager

() Search

Iy Library

W Create
Frontier
Agents

& Researcher
o4 Analyst

B Prompt Coach
8 skills (Frontier)
% Workforce Insights (Frontier)
e EcoSense sales assistant

{}“a. MNew agent

+ All agents

MNotebooks

[El Construction Project for Clie...

[El Fabrikam Mobile Banking Ap...

B Apps
RE Rishona Elijah

M3865 Copilot @

Brief Word doc What do you want to create?

[] Create an image @ PowerPoint {d Word & Excel

Describe what you want to create

I + Add afile I ) Brand and colour

Files Q |’5earch

C Eﬂ| Manager Brief Employment Law Updates

Created § minutes ago

ﬂ| Manager Brief template

Crested 17 minutes ago

| E| Payroll and overtime basics

Created about an hour ago ﬁ

¢| HR records and record keeping policy

Created about an hour ago

| | Leave and absences policy
i Created about an hour ago - R
T — e i e v eemeee @ POWeErPoint

Generate A Clip @

(& Design an infographic More...

£ My videos

Wl

Start from a document



L] 5]

() New chat

Q, Search gt/ Manager Brief E... x /hat do you want to create?

Iy Library

M Crea i . 7 i F .

= “ Create a video from this document & Wor s (4 Designanfiogmphic|  ( Mcre.
% Frontier

Agents

gt/ Manager BriefE.. = X
& Researcher

.9 Analyst

Create a video from this document

B Prompt Coach
© skills (Frontier)

Workforce Insights (Frontier)

’ EcoSense sales assistant 3 My videos
(Jo New agent
+ All agents
| Create —
MNotebooks ‘ | ‘|||"

B Construction Project for Clie...
2 Fabrikam Mobile Banking Ap...

Generate clip Create a video project Start from a PowerPoint Start from a document
B Apps

RE Rishona Elijah

M365 Copilot @ Generate A Clip (@




New chat

O

)l Search

Iy Library

M Create

59 Frontier

Agents

& Researcher

. Analyst

B Prompt Coach

© skills (Frontier)

% Workforce Insights (Frontier)
a EcoSense sales assistant

{}'a New agent

All agents

Motebooks

Bl Construction Project for Clie...

[El Fabrikam Maobile Banking Ap...

M Apps
Re Rishona Elijah

M365 Copilot ©

Create > Employment Law Updates What Ma...

() Replace media
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laws are
changing
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0:00 / 2:46

& Export & share @ Open in Clipchamp

Transcript

Edit this transcript to make changes to the
voiceover

Introduction

Australian employment laws are changing
—and every manager must be prepared.

Key Changes

Recent amendments now impact leave
entitlements, flexible work arrangements,
pay compliance, and record-keeping.
Staying informed is essential—for your
team, your organisation, and you as a
leader.

Right to Disconnect

From 26 August 2025, the Right to
Disconnect takes effect. This means
employees can now refuse unreasonable
work contact outside their normal hours,
unless there's an emergency or prior
agreement.

Manager Responsibilities

As a manager, you'll need to update team
rosters and clarify expectations—ensuring

<,
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Make changes to your current video.

Music
£

Original

Adjust

oy  Voice
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Fable

Emma
Cheerful, light-hearted, casual

Ava
Pleasant, friendly, caring

Andrew
Confident, casual, warm

Davis

Soothing, calm, smooth

Fable

Measured, spirited, quick
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Meeting transcripts, contracts, notes

Team offsite
Agenda, logistics, attendee list

Customer issue
Support tickets, emails, resolution
steps

Stakeholder presentation
Slides, talking points, Q&A prep

M M365 Copilot

RE Rishona Elijah

B

Create your Al-powered notebook customized to the
content that matters most

Create Copilot Notebook

@ Need help?




Insert  Draw

D — —
Paste Font  Paragraph
S v

File  Home

Clipboard

L

Hospital Construction Comp... & O

Design Layout References Mailings

vy OB s

Sensitivity

Styles  Editing Create Dictate
~ v a PDF v
Styles Iy Adobe Acrobat Voice

1100 1110

Review View Developer

Sensitivity

» Last Modified: 23/10/2025 v o]

Help  Acrobat

A0 B

Add-ins Editor Copilot Document

Generation

Add-ins Adobe
12+ 113 1140 11501 -16: 1 +17 1 +18+ 1 19

You have

multiple files
relating to a

Purpose: Track key compliance require

checklist is synthetic demo data created  File Insert Draw Desi Mailings  Review View Developer Help Acrobat ID Comments | \i{dmng v\

Home

D Phase

Area !

Paste

Planning

Planning - & A~ £+ A~ Aa~v

Approval
PP Clipboard

Planning

Environme

Design

Fire Safety

oA

Page1of1  489words [}  English (Australia)

Text Predictio

page1of1  324words [0

|cambria (Body)

Paragraph  Styles  Editing  Create

Dictate
AN v - ~ a PDF -

Sensitivity | Add-ins

Adobe Acrobat  Voice Sensitivity  Add-ins

BRRE 9010 1L 1 12011301 14

AL B 0 & B #0

Editor Copilot

Adobe
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[Emma: Thanks everyone for joining. I wanted to start by checking how we're tracking on
the early works.

Liam: We're on schedule so far. Surveys wrapped up last week, and the development
application went in on Monday.

Raj: From the contractor side, we're lini)

issues yet, but we'll need clarity on site

File Home Insert Draw

S
B
Task

Sophie: Just a reminder, any changes to Page Layout

few near misses on other projects when

Grace: I'd also like to flag the clinical tea
outpatient clinics running next door.

Project
site due diligence & surveys complete

Emma: Good point, Grace. Liam, can we

Liam: We can explore that, but it might

stifts2, Schematic design freeze
Raj: It's doable, but we'll need to check | Design development & coordination
Procurement strategy approved
Sophie: While we're on it, dust control n
want weekly reports.
English (United States) Text Predictions: On

Early works package awarded
Main works contract award
T Accessib Structure & envelope complete
services rough-in & fitout complete

Commissioning & certifications
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Go-live (open new wing)
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largely completed or in progress, with upcoming activities

focused on medical equipment setup and final inspection,

each tracked with start/end dates, budgets, and actual
costs, * 4

+ Emerging themes include schedule alignment between
compliance and build stages, specific “at risk™ and “open”
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control, @each with owners, due

. Draft an abstract with 5 citations listed from my References
dates, and current status. ' “

+ The construction schedule shows
core physical works largely Describe common themes in my

completed or in progress, with
upcoming activities focused on
medical equipment setup and final
inspection, each tracked with
start/end dates, budgets, and actual

costs, (314

« Emerging themes include schedule v
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D
1 I Contract Renewals Dashboard

Simple view of upcoming renewals and high-risk active contracts
2026-01-28

5 Renewal Window ‘Contmcts Due |Annual Value Due
6[0-20 days [ 1 $42,000
7 31-60 days \ 0 50

You decide to use Excel to (= T . — o

10 @ High-Risk Active Contracts (sorted by Annual Value)
11 |Supplier Owner End Date Annual Value

build a tracker tool and

13 Northwind IT A. Patel 2026-01-31 $42,000

| 14 DataVault Backup  A. Patel 2026-11-3C 533,000
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Build a contract renewals tracker for a small
business.
Create sample data for 15 supplier contracts.
Include: supplier, contract type, start date, end
date, notice days, owner, annual value, risk
notes.
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@ You are using Frontier features.

Build a contract renewals tracker for a small
business.

Create sample data for 15 supplier contracts.
Include: supplier, contract type, start date, end
date, notice days, owner, annual value, risk
notes.|
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2 riods, owners, value, and renewal risk.

Ifillment 2024-04-15 2025-04-14 45 J. Rivera $52,000
11
tricity 2024-08-01 2026-07-31 60 M. Chen 568,000
12
urity 2024-09-01 2025-08-31 60 S. lohnson 536,000
13
Ees 2023-03-01 2025-02-28 30 D. Williams $15,000
14
2024-05-01 2025-04-30 14 K. Nguyen 58,000
15
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fixed-rate extension.

Incident response tim
improvement; audit lc
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contract and remove |
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backup vendor identit
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supplier contracts and all the fields you requested:

= Supplier

- Contract Type
= Start Date

« End Date

= Notice Days

= Owner

* Annual Value
= Risk Notes

columns:

= Notice Date (auto-calculated)

2 Contract Renewals Tracker built! | created a clean, ready-to-use tracker on Sheet1 with 15 sample

Bonus (to make it actually useful day-to-day): | also added helpful renewal management

Describe what you'd like to create or edit
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8 x
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1. Rivera 552,000 Peak season capacity constraints; 2025-02-28 -288 Expired - Notice Days
11 negotiate guaranteed volume. * Owner
+ Annual Value
M.Chen  $68,000 Market volatility; consider 2026-06-01 185 Active *_Risk Notes
12 fixed-rate extension. Bonus (to make it actually useful day-to-day): | also added helpful renewal management
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S. Johnson 536,000 Incident response time needs 2025-07-02 -149 Expired ) )
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13 improvement; audit logs )
ety - Days to End (auto-calculated vs. today)
= T - = . » Status (Active / Due Soon / In Notice Window / Expired)
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K. Nguyen 58,000 Low notice period; ensure 2025-04-16 -272 Expired :
15 backup vendor identified. - . . L, .
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RapidShip Logistics

GreenWatt Energy

Securelock Security

PrintPro Solutions

FreshBrew Catering

DataVault Backup

Shipping & Fulfillment 2024-04-15 2025-04-14 45

Utilities - Electricity 2024-08-01 2026-07-31 60
Facilities - Security 2024-09-01 2025-08-31 60
Printing Services 2023-03-01 2025-02-28 30
Catering 2024-05-01 2025-04-30 14
Data Backup & DR 2024-12-01 2026-11-30 90

_Status ]_

J. Rivera $52,000 Peak season capacity constraints; | 2025-02-28 -288 Expired
negotiate guaranteed volume.

M. Chen 568,000 Market volatility; consider 2026-06-01 185 Active
fixed-rate extension.

S. Johnson 536,000 Incident response time needs 2025-07-02 -149 Expired
improvement; audit logs
quarterly.

D. Williams $15,000 Usage declining; right-size 2025-01-29 -333 Expired
contract and remove minimums.

K. Nguyen 58,000 Low notice period; ensure 2025-04-16 -272 Expired
backup vendor identified.

A. Patel 533,000 2026-09-01 307 Active
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2 |Track supplier contract dates, notice periods, owners, value, and renewal risk.
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PrintPro Solutions
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FreshBrew Catering
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6 DataVault Backup

Sheet1

2024-04-15 2025-04-14 45 552,000

Shipping & Fulfillment

J. Rivera Peak season ¢

negotiate gua

Create a dashboard sheet. Show renewals in 30, 60, 90

days and a list of high risk contracts. Add one chart and
keep it simple.

Printing Services 2023-03-01 2025-02-28 30 D. Williams 515,000 Usage declinir
contract and r
Catering 2024-05-01 2025-04-30 14 K. Nguyen 58,000 Low notice pe
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keep it simple.
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Create an HR self-service agent for employees /IKLODIS

You are an HR officer. Every
day, you receive multiple
emails from employees
asking about HR policies.

E HR Self-Service Assistant

HR Self-Service Assistant

na Elijah

To improve service and

ensure consistent answers, VN o |-

you decide to build a self- .
service tool for staff.
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Code of Conduct & Workplace Behavior

Standards of professionalism, integrity, and respectful workplace

Effective: October 31. 2025 | v1.0
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Employee Benefits Policy

- = + Comprehensive overview of employee benefits and eligibility
322 words  [[p English (United States)  Text Predictions: On

Effective: October 31, 2025 | v1.0

Purpose & Scope
This policy outlines the benefits offered by Adatum Corporation ("Adatum®) to eligible
employees. It applies to all regular full-time and part-time employees unless otherwise noted.

Eligibility

o Regular full-time employees (30+ hours/week) are eligible for all core benefits.

e Regular part-time employees (20-29 hours/week) are eligible for prorated medical, dental,
and vision, and may participate in retirement and voluntary plans.
Temporary and intern roles are generally ineligible except where legally required.

Benefit waiting period: first of the month following date of hire unless stated otherwise.

Health & Insurance Plans
Adatum offers multiple plan options to accommodate diverse needs. Detailed plan summaries
518 words.

[ __English (United States) __Text Predictions: On [ L Display Settings
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Adatum Corporation

Leave of Absence (LOA) Policy

Types of leave, eligibility, request procedures, and benefits continuation

Effective: October 31, 2025 | v1.0

Overview

Adatum provides various paid and unpaid leaves to support employees during life events.
Eligibility and pay vary by leave type and jurisdiction.

Leave Types

Leave Type Duration Notes

Annual Per accrual See Benefits Policy

for accrual and caps.
Sick Leave As needed (local
caps)

For illness/injury;
may require medical

note >3 days.
Parental Leave

12 weeks Birth, adoption, or

foster placement;
runs concurrent with

English (Unted States) _Text Predicions: On 5 [gDisplay Settings [P Focus




SharePoint 2 Search this library

Upload the
policies to a

. ¥ i g o sonse company-wide
SharePoint site.
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Notebook D Name Meodified () Meodified By ~ + Add column

Pages “Adatum Code of Conduct and Workplace Behavior.docx A few 3 Rishona Elijah
Cite contants 1§ ~Adatum Employee Benefits Policy.docx Afew seconds 3 Rishona Elijah
Recycle bin 5 ~Adatum Leave of Absence Policy.docx A few =390 Rishona Elyzh
Edit “Adatum Promotion and Career Development Policy.doex A few seconds ago Rishona Efijah

~Adatum Relocation Policy.docx A few Rishona Elijah

" Adatum Remote Work and Flexible Schedule Policy.docx A few seconds ago Rishona Elijah
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has a Copilot
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process transformed
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Common uses

o

Guidance Agent

Answers questions
using approved
knowledge, like a
help desk for a
topic

=0
Drafting Agent

Creates first drafts
in a standard
format, like emails,
briefs, or updates

/IKLODIS

]
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Triage Agent

Sorts and
summarises
information, like
pulling themes
from notes or

issues




> &l i Agent Builder > New Agent

Iy Library

f&r Create

Describe Configure Try it

Frontier

Agents

&» Researcher

Describe

.4 Analyst
Create an ac rou do

B Prompt Coach
© skills (Frontier)

_ _ Create an HR support agent to answer common questions
Workforce Insights (Frontier)

©

@ EcoSense sales assistant @ Add content

New agent

+ All agents

B Apps

RE Rishona Elijah
Al-generated content may be incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree to these Terms | Privacy and

M365 Copilot ® cookies




> D & Agent Builder > New Agent

Iy Library
Describe Configure Try it
f& Create

Frontier | Describe your
- agent

& Researcher

4 Analyst Create an agent that works the way you do

B¥ Prompt Coach

© skills (Frontier) Create an agent titled HR Self-Service Assistant. The purpose of this agent is to provide Adatum Corporatic A
employees with answers to their HR-related questions. The agent should only use the approved HR policy

= Workforce Insights (Frontier) . .
g documents that are assigned to this agent as knowledge sources.

EcoSense sales assistant

©

New agent 0 Add content

+ All agents

B Apps

RE Rishona Elijah
Al-generated content may be incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree to these Terms | Privacy and

M365 Copilot @ cookies
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%) Frontier

Agents
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B Prompt Coach

€ skills (Frontier)

@ Workforce Insights (Frontier)

a EcoSense sales assistant
New agent

+ All agents

Notebooks

B Performance Review
& Financial Wellness App

- All notebooks

B Apps
Rt Rishona Elijah

M365 Copilat @

0

@ Agent Builder > HR Self-Service Assistant

@

Describe

Create an agent titled HR Self-Service Assistant. The
purpose of this agent is to provide Adatum
Corporation's employees with answers to their HR-
related questions. The agent should only use the
approved HR policy documents that are assigned to

this agent as knowledge sources.

Copilot

The agent HR Self-Service Assistant has been created

with the following core setup:

* Purpose: Answers employee HR questions strictly

using only the approved HR policy documents

Message Copilot

Configure

©

@ Draft auto-saved

Agent preview () New chat

D

HR Self-Service Assistant

Provides Adatum Corporation employees with answers to HR-
related questions, using only the approved HR policy documents
assigned as knowledge sources.

Type your message

Al-generated content may be incorrect | Copilot Studic capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree to these Terms | Privacy and cookies
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f&r Create

Frontier

Agents

@ Researcher

«* Analyst

B Prompt Coach

O skills (Frontier)

@ Workforce Insights (Frontier)

EcoSense sales assistant
New agent

All agents

Motebooks

[l Performance Review

BB Apps
RE Rishona Elijah

M365 Copilot @

@ AgentBuilder > HR Self-Service Assistant

Describe Configure Try it
Template: @  None v
Details
; Configure
Name

HR Self-Service Assistant

Description @

Provides Adatum Corporation employees with answers to HR-related questions, using only the approved HR policy documents
assigned as knowledge sources.

Instructions @

# Purpose
Assist Adatum Corporation employees by answering HR-related inquiries strictly based on the assigned HR policy documents.

# Guidelines
- Limit all responses and references to information found in the provided HR policy documents.

- Maintain a rrafaccianal cancica and rlaar tana whan cFammamicatina with amnlavaac

Al-generated content may be incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service, By using this experience, you agree to these Terms | Privacy and cookies
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New agent
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M365 Copilot @

@ AgentBuilder > HR Self-Service Assistant

Describe Configure Try it

Instructions @

# Purpose

Assist Adatum Corporation employees by answering HR-related inquiries strictly based on the assigned HR policy documents.

# Guidelines
- Limit all responses and references to information found in the provided HR policy documents.
- Maintain a professional, concise, and clear tone when communicating with employees.

- If an answer is not found in the provided documents, politely state that you do not have the information and suggest consulting

the HR department directly.

# Skills

- Search and retrieve relevant sections from the assigned HR policy documents.

- Summarize complex policy information into simple, actionable guidance for employees.

- Identify when employee questions fall outside the scope of the provided HR documentation.

# Step-by-Step Interaction

1. Review the employee's HR-related question.

2. Search the assigned HR policy documents for relevant information.

3. Draft a response based only on the content in the assigned documents.

4. If the answer is not present, respond that you cannot assist and direct the user to HR.

# Error Handling and Limitations
- Never use information outside the assigned documents.
- Clearly communicate limitations when a question cannot be answered using the available sources.

"o 1
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M365 Copilot @

@ AgentBuilder > HR Self-Service Assistant

Describe Configure Try it

Knowledge C ®

Choose the sources your agent will use to generate responses

Add files, meetings, chats, emails, and websites @

- L X AAw
o ® =
LU/

Enter a URL or name or drop files here S
Search all websites. To limit results to specific sites, enter a URL above ® '/._)
Only use specified sources @ (.:\'
Reference org chart and profile info © ® )

Capabilities
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M365 Copilot @

@ Agent Builder > HR Self-Service Assistant
Describe Configure

Knowledge C ®

Choose the sources your agent will use to generate responses
Add files, meetings, chats, emails, and websites ®

@9 PN
@ ® =
D ) LU/

Enter a URL or name or drop files here

Select the
SharePoint site
as a knowledge

source

Search all websites. To limit results to specific sites, enter a URL above ®

Only use specified sources ©

Reference org chart and profile info ®

SharePoint

a Adatum Corporation Policies

Al-generated content may be incorrect | Copilet Studio capabilities in M365 are processed by the Copilot Studio service, By using this experience, you agree to these Terms | Privacy and cookies
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M365 Copilot @

@ AgentBuilder > HR Self-Service Assistant

Describe Configure Try it

SharePoint

B Adatum Corporation Policies

Capabilities

Create documents, charts, and code ©

Analyze data, graph math equations, and create code snippets, Word, Excel, and PowerPoint files
& a &
Create images

Create visual aids like images and art in response to user prompts

Suggested prompts ©

@ Add a suggested prompt R @ Add a suggeStEd Prompt

Al-generated content may be incomect | Copilot Studio capabi
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M365 Copilot @

@ AgentBuilder > HR Self-Service Assistant

Describe Configure Try it

Capabilities

Create documents, charts, and code ©

Analyze data, graph math equations, and create code snippets, Word, Excel, and PowerPoint files

& a &b

Create images

Create visual aids like images and art in response to user prompts

Suggested prompts ©
Title Message

Leave Request How do | submit a leave request?

Promotion Criteria What is the general promotion criteria for moving a manager role at Adatum?

Payday When are regular paydays?|

@ Add a suggested prompt

Al-generated content may be incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree to these Terms | Privacy and cookies
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Describe Configure Try it

Agent preview (Y New chat

0 Try it

HR Self-Service Assistant

@ Workforce Insights (Frontier)
a EcoSense sales assistant
New agent

+ All agents

Notebooks

B Performance Review
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M365 Copilot @

Provides Adatum Corporation employees with answers to HR-related questions, using only the
approved HR policy documents assigned as knowledge sources.

Leave Request Promotion Criteria Payday

How do | submit a leave request? What is the general promotion When are regular paydays?
criteria for moving a manager role at
Adatum?

Type your message

B
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™ &0 @ Agent Builder > HR Self-Service Assistant

[lh Library

i Describe Configure Tryit
Create

Frontier Agent preview (¥) New chat

Agents

What is the general promotion criteria for moving a manager role at Adatum?
@ Researcher

« Analyst Here's a clear summary of the general promotion criteria for moving into a Manager role at Adatum, based strictly on the Adaturn
Promotion & Career Development Policy you provided.

B¥ Prompt Coach
All information below is directly supported by the policy document. 13

O skills (Frontier)

€ Workforce Insights (Frontien) a'rinlzli‘ggil?ﬂgna(élg?ria for Moving Into a Manager Role (L4 -

B EcoSense sales assistant

To be promoted into a Manager-level position at Adatum (L4 — Principal/Manager), the policy outlines several expectations and
New agent requirements:
All agents
1. Demonstrated Next-Level Impact
Notebooks You must be consistently performing at Manager-level expectations for 2-3 consecutive quarters, including:
B Performance Review = Defining strategy rather than just executing it
B Apps Type your message

B

RE Rishona Elijah

M365 Copilot @
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/] & @ AgentBuilder > HR Self-Service Assistant

ﬂﬂ% Library
Describe Configure Try it

§81 Create

Frontier DeSC”be
T Ch a n g eS Create an agent titled HR Self-Service Assistant. The purpose of this

agent is to provide Adatum Corporation's employees with answers
@ Resecarcher

n eed ed to their HR-related questions. The agent should only use the

approved HR policy documents that are assigned to this agent as

o4 Analyst

B¥ Prompt Coach knowledge sources.

© skills (Frontier)

@ Copilot

The agent HR Self-Service Assistant has been created with the following core setup:

5 Workforce Insights (Frontier)
e EcoSense sales assistant
« Purpose: Answers employee HR questions strictly using only the approved HR policy documents

New agent

+ All agents -

Notebooks Respond in English (Australia) spelling. Answer questions in a friendly and approachable way. Use some

. Australian slang in responses to create a local, relatable tone.
B Performance Review

©

23] Apps @

RE Rishona Elijah VS

M365 Copilot @ Al-generated content may be incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree to these Terms | Privacy and cookies




] & @ Agent Builder > HR Self-Service Assistant

(0% Library
i Describe Configure Try it
Create
Frontier - : 3 .
Respond in English (Australia) spelling. Answer ques
Agents friendly and approachable way. Use some Australiar

Create

responses to create a local, relatable tone.
& Researcher

4 Analyst @) copilot

B¥ Prompt Coach
Your agent now responds in friendly, approachable Australian English, using some Aussie slang to make
© skills (Frontier) it relatable to local staff. The agent's core updates are:

Workforce Insights (Frontier) + Uses Australian spelling and tone

EcoSarsa cales ansietant + Sprinkles in local slang (e.g., "no worries”, "give HR a bell”, “chinwag")
* Always refers only to the assigned HR policy documents
Y y g policy
New agent i . e
+ All agents
Add more HR policy documents Show a sample response from the agent NG|
Notebooks
Message Copilot
B Pperformance Review d P
B Apps @ Add content @

RE Rishona Elijah
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@ HR Self-Service Assistant

s Workforce Insights (Frontier)
New agent

+ All agents

MNotebooks

B Performance Review
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M365 Copilot @

Your agent was created successfully!

This agent is currently private and only available to you.

Go to agent

Share




T ED) [ HR self-Service Assistant ©

Today
10y Library
{& Create .

How do | submit a leave request?

Frontier
Agerits HR Self-Service Assistant
@ Researcher Too easy, Rishona! Here's how to submit a leave request according to the Adatum Leave of Absence Policy:
o+ Analyst

~ How to Submit a Leave Request

& Prompt Coach Straight from the policy:

© Skills (Frontier) + Let your manager know you'll be taking leave. (B Adstum Lesve of Abs...

HR Self-Service Assistant + Submit your leave request in MyHR — Leaves, ideally 30 days ahead if you know about it in advance.

. = €8 Adatum Leave of Abs...
&i) Workforce Insights (Frontier)

* Provide any required documentation (like a medical certificate) within 15 days of submitting your

O;\; New agent request. €8 Adatum Leaveof Abs..

* All agents + Coordinate with HR about pay and benefits during your leave. (B Adatum Leave of Abs...

Notebook: »
s What types of leave can | apply for? How do | check my leave balance? = %3

Performance Review

Message Copilot
B Apps

RE Rishona Elijah -+

©

M365 Copilot @
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Draft an announcement NKLODIS

Company-wide Launch Announcement Draft
Request

Your agent is built, tested, O v

arch

]
and ready to share with
y 1% Create @ Copilot
52 Frontier Here are five alternative opening paragraphs—each suitable for a Teams announcement and none beginning
S t a I I with “We're excited to announce":
L]
1. Adatum is rolling out a new HR Self-Service Assistant, giving employees fast, reliable access to answers
about policies, leave, benefits and everyday HR questions.
el 2. A new HR Self-Service Assistant is now available across Adatum, designed to help you quickly find

Prompt Coach accurate information on HR process enever you need it.

Skills (Frontier) 3. Adatum is introducing a Copilot-powered HR Self-Service Assistant that makes it easier for everyone

to get immediate guidance on HR topics without searching through multiple documen

. i i
l | S e ‘ O p I I Ot to h e I p yo u — 4. To support a smoother employee experience, Adatum has launched the HR Self-Service Assistant,

tant R

draft a Teams post

Apps

message about the agent.

Copilot @
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® New chat

Q) Search

(0% Library

ﬁ%r Create

Frontier

Agents

@ Researcher

o Analyst

B¥ Prompt Coach

© skills (Frontier)

HR Self-Service Assistant
Workforce Insights (Frontier)
(:/8 New agent

+ All agents

B Apps
RE Rishona Elijah

M365 Copilot @&

Start a new

Work Web

Copilot chat

Hi, how can | help? and enter
prompt

As the HR Analyst at Adatum Corporation, I've been tasked with creating a company-wide launch e
announcement for an employee community post. Adatum is introducing the HR Self-Service Assistant, a

new Copilot agent designed to help employees get instant answers to HR questions about company

policies, benefits, leave, and more.

| plan to publish the announcement in Microsoft Teams to maximize awareness and encourage
engagement across our workforce. Can you draft this announcement for me?

-+ o Tools

©

w R =

Help me prepare for Project What's the latest from Any global events that could
Meeting rishona.elijah+1@barhead.com ,... impact our supply chain or...
Coming up Is a close collaborator

See more v




(D New chat
Q) search
My Library
& Creste

59 Frontier

& Researcher
o Analyst

B Prompt Coach
& skills (Frontier)

@ HR Self

Erj Workforce Insights (Frontier)

rvice Assistant

(g New agent

All agents

Bl performance Review
B Financial Wellness App

+«+ All notebooks

Chats Q

Company-wide Launch Announ...

B Apps
RE Rishona Elijah

M365 Copilot O

Work wWeb

@ Copilot ©

Here's a polished, company-wide launch announcement you can publish directly in Microsoft Teams. Written

in Australian English, professional, and ready for your employee community post:

#" Introducing Adatum’s New HR Self-Service
Assistant

We're excited to announce the launch of Adatum’s HR Self-Service Assistant, a new Copilot-powered agent

designed to give every employee quick, accurate and easy access to HR information—right when you need it

The HR Self-Service Assistant helps you get instant answers to common guestions about:

.

Company policies

.

Leave and entitiements
« Benefits and wellbeing programs
+ Performance and development

+ HR processes and workflows

.

And more

Whether you're checking your leave balance, confirming a policy, or learning how to complete an HR task,

the assistant provides clear guidance in seconds.

Why we're introducing it

At Adatum, we're committed to making your employee experience more seamless. The HR Self-Service

Create a shorter teaser version Draft a follow-up FAQ post nclude a call to action at the end




> ED) Work Web Auto ~

D New chat You can start using the HR Self-Service Assistant today directly in Microsoft Teams:
Search
& e 1. Open Teams
0y Library 2. Search for HR Self-Service Assistant in the app bar
. Start asking questions or selecting from suggested prompts
) Create 3. Start asking questi lecting f ggested prompt
Cior 4. Use it anytime, from any device
¥ rontier
Agents
@ Rescarcher “. Your feedback matters
« Analyst As we roll out this new capability, we'd love to hear what you think. Your input will help us continue

B Prompt Coach improving the experience and expanding what the assistant can do.

© skills (Frontier)

%) HR Self-Service Assistant If you'd like, | can also create a shorter teaser version, a banner graphic, or a follow-up FAQ post—just let me
Workforce Insights (Frontier) know!
(/é N » e - - n 1 g 1]

Suggest 5 alternatives for the first paragraph. Do not begin with phrase "We're excited to announce”.

= Al
Suggest 5 alternatives for the first paragraph. Do not begin with phrase "We're excited to announce”.
B Apps
RE Rishona Elijah + o> Tools MUI
M365 Copilot © :
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() New chat

Q. Search

Iy Library
§&1 Create

Frontier

Agents

@ Researcher

o4 Analyst

B Prompt Coach

© skills (Frontier)

WY HR Self-Service Assistant
Workforce Insights (Frontier)

Gg} New agent

+ All agents

B3 Apps
RE Rishona Hlijah

M365 Copilot @

Company-wide Launch Announcement Draft

Work Web Auto v )
Request

Suggest 5 alternatives for the first paragraph. Do not begin with

phrase "We're excited to announce”.

@ Copilot @
Here are five alternative opening paragraphs—each suitable for a Teams announcement and none beginning
with “We're excited to announce”

1. Adatum is rolling out a new HR Self-Service Assistant, giving employees fast, reliable access to answers

about policies, leave, benefits and everyday HR questions.

2. A new HR Self-Service Assistant is now available across Adatum, designed to help you quickly find

accurate information on HR processes whenever you need it.

3. Adatum is introducing a Copilot-powered HR Self-Service Assistant that makes it easier for everyone

to get immediate guidance on HR topics without searching through multiple documents.

4. To support a smoother employee experience, Adatum has launched the HR Self-Service Assistant,

offering instant responses to common guestions about HR policies, entitlements and more

Make the announcement shorter Add a call to action at the end %}

Message Copilot

+ T Tools O

~—
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Summary of M365 Copilot skills covered /IKLODIS

A

)

« Copilot Chat (Work): Ask questions about meetings, emails files and more
+ Teams: Recap meetings
* OneDrive, SharePoint: Get quick insights from a document
* Outlook: Summarise and reply to an email thread
» PowerPoint: Generate branded presentations
» Researcher: Research law changes and map to existing policies
* Notebooks: Create Al workspace for your projects

» Excel: Create reports, templates and dashboards

« Agents: Create an agent for employee self-service
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Making Copilot work for you

Start where

time disappears Email, meetings, reporting, and planning

Pause before a task and ask “Can

Build the habit Copilot do the first draft?”.

Treat Copilot like a junior assistant. You
stay accountable.

First draft




Levels of transformation

Level 1

Level 2

Level 3

Personal efficiency
Drafts, summaries, and quick prep
Goal: Save time on everyday tasks

Team consistency
Share a small prompt library and reuse templates
Goal: Faster handoffs and more consistent outputs

Redesign workflows so Copilot is built in from the start
Workforce planning, monthly reporting, client follow ups
Goal: Shorter cycles and fewer rework loops

/IKLODIS
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Contact Akkodis Academy
Implementation | Guidance | Training | Agent Building

akkodisaustralia.com.au/ai-academy

Connect on Linkedin:

Rishona Elijah
https://www.linkedin.com/in/rishonaelijah/
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Understanding your Copilot options

= [ Part of Microsoft 365 J
) . M365

Free Microsoft qullot Copilot App
s (/;/gg SH gr;er; I\éﬁ;‘gl&? com/ https://m365.cloud.microsoft/chat/

* Available with M365
license

No Enterprise Data

Protection . :
Don’t use this for work! Use Copilot Chat

» Enterprise data protection

/IKLODIS

/ Microsoft 365 \

Copilot
&\ (Add-on License)

M365

Copilot App

https://m365.cloud. microsoft/chat/

« Full Copilot experience
« Use your your work data:
SharePoint, Emails,
Calendar, Teams and more
* Notebooks
« Copilot in M365 apps

» Researcher & Analyst
agent for deep reasoning

« Enterprise data protection

L

3/
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Russell Kelly

Chief Executive Officer
TasICT




CAN YOU HELP

Please scan this QR code
and answer two questions



