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Microsoft Copilot Can
Your Meeting Productivity

* Using Real World Examples




Introduction

. Imagine meetings where your team
can engage in the conversation rather
than furiously taking notes.

Picture having a virtual assistant that

. schedules the meetings, summarizes
talking points and action items, then
distributes them to your team.

B What if your meetings could be fun

and engaging with polls and real time
results?

- Envision being able to chart meeting

durations, measure engagement and
how much got accomplished.

] Revolutionize the way your team
does meetings.

With Microsoft Copilot, It’s Possible.
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Introduction

Microsoft Copilot is an Al assistant integrated into Microsoft 365
apps like Word, Excel and Outlook. Unlike Chat GPT, Copilot works
directly with your tools to help draft emails, create documents, build
presentations, secure and analyze data, and manage your calendar
without switching platforms. This seamless integration saves time
and boost productivity. It’s like having a smart assistant within your
workspace, making tasks easier and more efficient.

In a short five minutes read, we’ll show you 10 real world scenarios
in which Microsoft Copilot can make meetings more engaging,
skyrocket productivity, and most importantly, make sure action
items are tracked and completed after the meeting.
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10 REAL WORLD SCENARIOS

Efficient Meeting Scheduling

Scheduling meetings with multiple
participants across different locations can be
a logistical nightmare.

Copilot can analyze participants'
calendars and suggest optimal meeting times,
accounting for time zones and availability. It
can also send out invitations and reminders

automatically.

Your project manager needs to
schedule a weekly sync with team members
in New York, London, and Tokyo. Copilot finds
the best time slot that works for everyone and
sends out the invites.
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10 REAL WORLD SCENARIOS

During virtual meetings, it's
challenging to keep everyone engaged
and on the same page.

Copilot provides real-time
collaboration tools, such as shared
whiteboards, document co-editing, and
instant polling.

During a brainstorming
session, your team members can
simultaneously add ideas to a shared
whiteboard, and Copilot can organize
these ideas into categories for easy
reference.
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10 REAL WORLD SCENARIOS

3 Automated Note Taking

Important points and action items
discussed in meetings are often missed or
forgotten. Now, you never have to take notes
again.

Copilot can automatically
transcribe the meeting, highlight key points,
and generate a summary with action items.

In a strategy meeting, Copilot
transcribes your discussion, identifies key
decisions, and emails a summary with action
items and task assignments to all participants
immediately after the meeting.
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Action Item Tracking

Problem: Following up on action items
from meetings can be inconsistent and
inefficient.

Solution: Copilot tracks action items,
assigns them to the relevant team
members, and sends reminders as
deadlines approach.

Example: After your quarterly review
meeting, Copilot assigns action items to
team members, sets deadlines, and sends
periodic reminders to ensure tasks are
completed on time.
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10 REAL WORLD SCENARIOS

5 Enhanced Security and Data Access

Ensuring secure access to
sensitive meeting data can be complex.

Copilot manages data access
permissions based on job roles and
categories, ensuring that only authorized
personnel can access sensitive information.

In a financial review meeting,
Copilot ensures that only senior management
has access to your detailed financial data,
while other participants receive a summarized
version.
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10 REAL WORLD SCENARIOS

Customizable Meeting Templates

Different types of meetings _ _
.

require different structures and agendas. -
. )
’ A
; (2
Copilot offers customizable \% '” ﬁ . ‘
meeting templates tailored to various : —

L}

meeting types, such as project kick-offs, A =
status updates, and client presentations. ‘3 -

g

For your project kick-off .
meeting, Copilot provides a template that v
includes sections for project goals, —— . | |
timelines, and team responsibilities, B L’
ensuring all critical points are covered. .

=

L

e xteg

(i) TechNet UC

contact@technetuc.com
www.technetuc.com



Post Meeting Follow Ups

Problem: Ensuring that meeting outcomes
are implemented effectively can be
challenging.

Solution: Copilot sends follow-up emails
with meeting summaries, action items, and
deadlines, while tracking progress.

Example: After your sales strategy meeting,
Copilot sends a follow-up email to all
participants with a summary of the
discussion, assigned tasks, and deadlines,
and tracks the completion of each.
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Problem: Training sessions can be
monotonous and fail to engage
participants.

eoenm

Solution: Copilot enhances training
sessions with interactive elements,
such as quizzes, polls, and real-time
feedback.

Example: During a Copilot training

workshop, your participants can engage

in interactive quizzes and polls, while ‘
Copilot provides instant feedback and \-;E\
additional resources based on their "
responses. \
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Summarized Meeting Analytics

Problem: It's difficult to measure the
effectiveness of meetings and identify areas
for improvement.

Solution: Copilot provides analytics on
meeting duration, participant engagement,
and action item completion rates.

Example: After a series of team meetings,
fﬁ,' Q‘: & Copilot generates a report showing average

: meeting duration, participant engagement
II :I Il ;I [I ,I [\ levels, and the percentage of completed
action items, helping your team identify areas
for improvement.

>
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10 REAL WORLD SCENARIOS

Switching between different
apps, tools and platforms during
meetings can disrupt the flow.

Copilot integrates seamlessly
with other tools like Microsoft Teams,

Outlook, and OneNote, providing a
unified experience.

During your project update
meeting, Copilot integrates with
Microsoft Teams to share documents,
Outlook to schedule follow-up meetings,
and OneNote to take notes, all within a
single interface.
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What Copilot Users Say

Microsoft 365 Copilot Survey of Users Across
Sales, IT, HR, Engineering and Marketing

Survey from Microsoft Internal Copilot Users (Oct. 2023)

Would be disappointed Would not want to go Access to Copilot
back to working without
Copilot

if they no longer had
access to Copilot

would influence my
choice of employer

87% agree more productive

79% focus on more important work
VALUE 79% spent less time on mundane tasks
70% able to stay in the flow

69% focus on more satisfying work

94% makes it easier to get started on a first drafts
81% spend less time searching for information
WORKFLOW 79% spend less time processing email

73% makes meetings more efficient

70% able to stay in the flow
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These 10 scenarios illustrate how Microsoft Copilot can be a game-
changer for meeting productivity, making your team’s meetings
more efficient, engaging, and impactful. They are just a few
examples of the hundreds of productivity improvements Copilot
can help you with. For most employees, the hours saved will
recoup the annualinvestment in a few days.

To optimize your results, you need a trusted partner to set you up the
right way. TechNet UC provides added value without added cost. We
stand out with our team of US-based experts in Microsoft Copilot. We
assess your current environment and prepare you for a full rollout.
This includes licensing, deployment, security settings like data
access permissions by job title, and even workshops and tutorials on
how to expertly prompt Copilot to achieve your desired results.
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Now through March 31, get
off Microsoft Copilot licenses
when you sign up for 10 or more.

*terms and conditions apply*

Receive a complimentary 90-minute workshop to address
training, Al security and readiness ($1,500 value)
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