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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

Agenda



Disclaimer : Use of AI in HR & Legal contexts

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

• AI can produce inaccurate, incomplete or outdated 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



Quick wins with Copilot



• Meeting recaps

• Get quick insights from document

• Summarise and reply to an email thread

Quick wins with Copilot



Attend a Teams 
meeting







• Meeting recaps

• Get quick insights from document

• Summarise and reply to an email thread

Quick wins with Copilot



Go to OneDrive 
to view files



Select files and 
use Copilot







Ask further 
questions



• Meeting recaps

• Get quick insights from document

• Summarise and reply to an email thread

Quick wins with Copilot



Open Outlook



Read thread 
summary





Draft a 
reply



Select 
suggested 

prompt or write 
your own



Keep the 
draft



Make 
edits 

before 
sending



Review a contract



You are Legal counsel at 
a growing SMB. The 

business wants to sign a 
supplier agreement 

quickly. 

Do a fast first pass: spot 
the commercial and legal 

risks, clarify missing 
information, and draft the 

response back to the 
supplier.

Review a contract



Open the contract 
in Word







Open Copilot 
pane



















Create 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.

Create an onboarding presentation for new starters



Open a new 
PowerPoint
presentation



Attach the current 
Onboarding 

Guide document



Pick your design 
template







Review the plan









Gather feedback on 
the presentation







Improve the 
presentation 

with a new slide









Understand law changes



You are a legal counsel. 

Employment law 
changes are creating 

confusion. 

You need to brief 
management on these 

changes and map 
changes to internal HR 

policies.

Understand law changes



Launch 
Researcher

agent in M365 
Copilot Chat 





Uses for Researcher

ResearcherCopilot

• In-depth research, technical investigation• General assistance (writing, coding, productivity)

• Deep, multi-source analysis• Surface-level detailed

• Specialised tools for academic databases, citation 
management

• Web search, image generation

• Formal, structured, academic tone • Conversational, adaptable tone

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

• Provides formal citations• May provide general references

• Academic writing, technical reports, policy analysis, 
scientific reviews

• Emails, summaries, code help, brainstorming



Uses for Researcher

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

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

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

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





Respond to 
clarifying 
questions







Map law changes to your policies



You have HR policy documents stored in SharePoint. 

Use Researcher to map it’s findings to your policies

Map law changes to your policies



Attach 
SharePoint site 
in your prompt







Create an 
infographic 

summarising 
results





Share your 
findings with 

HR



Draft a manager brief











Turn the brief into a 
video for managers





Attach the Manager 
Brief Word doc











Manage initiatives with 
Notebooks



Notebooks

AI workspace that grounds Copilot answers in your selected files

• Job vacancy
Job description, requirements, 
resumes

• Current project or client
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



You have 
multiple files 
relating to a 

project.



Open 
Notebooks in 
Copilot Chat



Create a new 
notebook



Add files and 
websites to 

the notebook







Chat about 
your files



Share 
notebook with 

team



Create a contract renewals tracker



You need a simple way to 
manage supplier contract 

renewals and notice periods.

You decide to use Excel to 
build a tracker tool and 

dashboard.

Create a contract renewals tracker



Open a blank 
Excel and 

open Copilot

















Create an HR self-service agent 
for employees



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

asking about HR policies.

To improve service and 
ensure consistent answers, 
you decide to build a self-

service tool for staff.

Create an HR self-service agent for employees



You have 
multiple official 

policy 
documents



Upload the 
policies to a 

company-wide 
SharePoint site.



Go to Copilot 
Chat and 

create a new 
agent



Every employee
has a Copilot

Copilot

Every business 
process transformed 

by agents

Agents

Agents



Common uses

Guidance Agent

Answers questions 
using approved 

knowledge, like a 
help desk for a 

topic

Drafting Agent

Creates first drafts 
in a standard 

format, like emails, 
briefs, or updates

Triage Agent

Sorts and 
summarises

information, like 
pulling themes 
from notes or 

issues





Describe your 
agent











Select the 
SharePoint site 
as a knowledge 

source











Describe 
changes 
needed









Draft an announcement



Your agent is built, tested, 
and ready to share with 

staff.

Use Copilot to help you 
draft a Teams post 

message about the agent.

Draft an announcement



Start a new 
Copilot chat 
and enter 

prompt









• 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 AI workspace for your projects

• Excel: Create reports, templates and dashboards

• Agents: Create an agent for employee self-service

Summary of M365 Copilot skills covered



Making Copilot work for you



Making Copilot work for you

Email, meetings, reporting, and planning
Start where 

time disappears

Pause before a task and ask “Can 
Copilot do the first draft?”.

Build the habit

Treat Copilot like a junior assistant. You 
stay accountable. 

First draft



Levels of transformation

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

Level 1

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

Level 2

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

Level 3



Q&A
Contact Akkodis Academy

Implementation | Guidance | Training | Agent Building

akkodisaustralia.com.au/ai-academy

Connect on LinkedIn:

Rishona Elijah

https://www.linkedin.com/in/rishonaelijah/



Thank
you



Understanding your Copilot options

Free Microsoft Copilot
Consumer Version

https://copilot.microsoft.com/

No Enterprise Data 
Protection

Don’t use this for work!

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

• Available with M365 
license

• Use Copilot Chat

• Enterprise data protection

Part of Microsoft 365
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

Microsoft 365 
Copilot

(Add-on License)



Russell Kelly
Chief Executive Officer
TasICT



CAN YOU HELP
US?

Please scan this QR code
and answer two questions


