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Microsoft 365 Copilot Basics

Session Purpose

• Introduce Microsoft 365 Copilot focusing on 
practical use and responsible AI adoption within 
Siemens Financial Services.

Business Value

• Boost productivity while ensuring trust, 
compliance, and accountability in enterprise AI 
tools.

User Orientation

• Copilot as a support tool aiding smarter, faster 
work, not an autonomous decision-maker.
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General AI Chat 
Experience
Copilot Chat offers a generic 
AI chat similar to public tools 
without access to internal 
enterprise data or context.

Microsoft 365 
Integration
Microsoft 365 Copilot 
integrates deeply with 
Microsoft apps and respects 
enterprise security, 
compliance, and permissions.

Enterprise Security and 
Permissions
Microsoft 365 Copilot 
accesses only authorized 
organizational emails, files, 
meetings, and chats within 
strict governance.

Licensing and 
Governance
Microsoft 365 Copilot requires 
dedicated licensing, reflecting 
enterprise-grade AI 
capabilities with associated 
governance.

Copilot Chat vs Microsoft 365 Copilot

COPILOT CHAT VS M365 COPILOT



Embedded AI Assistant

Microsoft 365 Copilot 
integrates directly within 
familiar Microsoft apps to 
enhance daily workflows.

It’s a true AI work assistant

Core Capabilities

Copilot drafts content, 
summarizes complex info, 
analyzes data, and assists in 
restructuring material.

Context-aware across 
Microsoft 365 - Web and 
work-grounded response

Advanced agents and 
custom agent creation

User Accountability

Users retain responsibility for 
reviewing and validating 
Copilot's suggestions and 
outputs.

Accelerator Not 
Autopilot
Copilot speeds up work but 
does not replace human 
judgment or decision-making.

It’s a true AI work assistant

What Is Microsoft 365 Copilot?

WHAT IS MICROSOFT 365 COPILOT?



Copilot in 
Communication
Copilot assists in Outlook and 
Teams by drafting emails, 
summarizing threads, and 
providing meeting recaps to 
improve communication.

Content Creation 
Support
In Word and PowerPoint, 
Copilot helps generate drafts, 
rewrite content, adjust tone, 
and create slide outlines 
efficiently.

Data Analysis 
Assistance
Copilot in Excel explains 
formulas, suggests new ones, 
and summarizes data trends 
to simplify data analysis tasks.

Note Summarization

OneNote users can leverage 
Copilot to summarize notes 
and extract key points for 
better information 
management.

Where You Can Use Copilot

Where You Can Use Copilot



Live Demo & Exercise: Copilot in Outlook

Email Summarization

• Copilot summarizes long email 
threads, helping users quickly 
grasp key points and context 
without reading every message.

Drafting Professional Responses

• Copilot drafts and refines 
professional email responses 
based on conversation history, 
saving time and effort.

Structured Follow-ups

• Copilot helps prepare 
structured follow-ups clearly 
outlining next steps to support 
efficient communication.
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Live Demo & Exercise: Copilot in Teams

Meeting Summaries

• Copilot quickly summarizes 
key decisions and 
discussion points from 
meetings, saving users 
time.

•Action Item Extraction

• Automatically extracts 
actionable tasks from 
meeting discussions to 
keep teams organized and 
productive.

• Chat Thread Catch-up

• Helps users catch up on 
long chat threads by 
highlighting key messages 
and decisions effectively.

• Optimal Meeting Conditions

• Best results occur when 
meetings are recorded with 
transcripts, helping users 
avoid frustration.
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Live Demo: Copilot in Teams

Calendar Management 
Assistance

Restricted | © Siemens April 2026 | SFS PS AM



Live Demo & Exercise: Copilot in Word & PowerPoint

Copilot in Word

• Copilot transforms rough 
bullet points into structured 
drafts and tailors content 
for professional audiences.

Copilot in PowerPoint

• Copilot generates slide 
outlines and draft decks, 
speeding up the process 
from idea to presentation.

Creative Accelerator

• Copilot provides a starting 
point, reducing productivity 
barriers while preserving 
user ownership and quality.
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Live Demo & Exercise: Copilot in Excel

Basic Formula Assistance

• Copilot explains existing 
formulas in plain language 
and generates simple 
formulas from natural 
language descriptions to aid 
understanding.

Data Insights Summarization

• Copilot summarizes high-
level trends and insights from 
datasets, helping users grasp 
important data points quickly.

Scope Limitations

• Advanced modeling, complex 
financial analysis, and 
macros are outside the scope 
of basic Copilot capabilities to 
set clear expectations.
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asdf

Example: Copilot in Excel – Contracted and Merchant Shares in an Energy Project
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Simple Prompt

Copilot adds calculations in Excel => 

easy to check and adjust



asdf

Example: Copilot in Excel – Scenario Description and Comparison - 1
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Simple Prompt

Comparison in Excel as Table

Description as Text



asdf

Example: Copilot in Excel – Scenario Description and Comparison - 1
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Simple Prompt



M365 Copilot via Phone and Tablet

Go to the M365 Copilot app on 

your phone or tablet.

Start by typing your prompts here! 

1

2
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G-C-E-S Framework for Effective Prompts

ELEMENT DESCRIPTION EXAMPLE

Goal Desired outcome Summarize meeting decisions

Context Background details Project kickoff with 5 stakeholders

Expectations Format and tone Professional tone, bullet points

Source Reference material Meeting transcript file
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 Prompting Ingredients
  Get the best results out of your prompt

Goal

Context

Expectations

Source

WHAT response do you want 

from copilot?

WHY do you need it and 

who/what is involved?

HOW should Copilot 

response to best meet your 

expectations?

WHICH information sources 

or samples should Copilot 

use?

Create an agenda for a 30-minutes meeting.

This will be the first meeting of the new fiscal year, for a team of 

20 people. This is an important touch point with this team

The agenda should include a welcome moment, three topics 

about the recent trends regarding innovation in financial services, 

and a conclusion. For each item, provide a summary of what will 

be discussed. We want to encourage participation and 

enthusiasm.

Use the document attached as an information resource.
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Validate AI Outputs

Users must verify AI-generated 
results to avoid reliance on 
incomplete or incorrect 
information.

Compliance with 
Guidelines
All AI use must adhere to 
company policies, data 
protection rules, and 
regulatory standards.

Human Responsibility 
in Decisions
Sensitive and high-risk 
decisions should always 
remain under human control, 
not delegated to AI.

Balanced AI Adoption

Promote confident yet cautious 
AI use to maximize benefits 
while minimizing risks.

Responsible Use & Guardrails

Responsible Use & Guardrails



Copilot lies! (well - sometimes )

https://engage.cloud.microsoft/main/org/siemens.com/threads/eyJfdHlwZSI6IlRocmVhZCIsImlkIjoiMzc1MjY2NzI0NDA5MzQ0MCJ9?trk_copy_link=V2

 I need to wash my car. The 

car wash is only 50m away from 

home. Should I drive or should I 

walk?

 I am gripping a pen 

horizontally, one end with my left 

hand and the other end with my 

right hand. I am holding it tight. 

What will happen if I let loose of 

the left hand?

 I received a gift from a friend. 

It seems to be a cup, but the 

strange thing is, it is sealed at 

the top and has an opening in 

the bottom.

https://engage.cloud.microsoft/main/org/siemens.com/threads/eyJfdHlwZSI6IlRocmVhZCIsImlkIjoiMzc1MjY2NzI0NDA5MzQ0MCJ9/eyJfdHlwZSI6Ik1lc3NhZ2UiLCJpZCI6IjM3NTQwMTY1MzU4NzE0ODgifQ

?trk_copy_link=V2



License Requirement

Access to Microsoft 365 
Copilot at Siemens requires a 
paid license to ensure 
controlled and valuable tool 
distribution.

Mandatory Onboarding 
and Training
Users must complete 
onboarding and training to 
understand Copilot’s functions 
and responsible usage 
policies.

License Revocation 
Policy
Licenses may be revoked if 
unused to promote effective 
adoption and responsible 
license management at 
Siemens.

Governance and 
Access Process
Clear governance and 
transparent access request 
procedures help manage 
expectations and encourage 
purposeful usage.

Licensing & Enablement at Siemens

Licensing & Enablement at Siemens

Visit the Microsoft 365 Copilot Licenses for SFS page for 

the full process.

https://siemens.sharepoint.com/teams/BasicITInfrastructureHub/SitePages/Microsoft-365-License-Request.aspx?xsdata=MDV8MDJ8a2F0ZXJpbmEua2FtYWV2YUBzaWVtZW5zLmNvbXxjMWYwNDY1ZDlmOTg0NmM0NWZiYzA4ZGU4OWUzYmQ2MXwzOGFlM2JjZDk1Nzk0ZmQ0YWRkYWI0MmUxNDk1ZDU1YXwxfDB8NjM5MDk5ODA4MzU1ODU5NDM3fFVua25vd258VFdGcGJHWnNiM2Q4ZXlKRmJYQjBlVTFoY0draU9uUnlkV1VzSWxZaU9pSXdMakF1TURBd01DSXNJbEFpT2lKWGFXNHpNaUlzSWtGT0lqb2lUV0ZwYkNJc0lsZFVJam95ZlE9PXwwfHx8&sdata=cHJBOW43R0lZemt6VytmWGk2MXMwK3dEL0ZUL1NPYnVuZGl4Ty9GOVF5ND0%3d


Resources & Next Steps

Details - Knowledge Boards | My Learning World

Microsoft Copilot - myIT

Microsoft Copilot & M365 Copilot | Community in Viva Engage

https://mylearningworld.siemens.com/web/en/app/knowledge-board/lex_auth_014133574279847936155
https://mylearningworld.siemens.com/web/en/app/knowledge-board/lex_auth_014133574279847936155
https://mylearningworld.siemens.com/web/en/app/knowledge-board/lex_auth_014133574279847936155
https://myit.siemens.com/myitportal?id=emp_taxonomy_topic&searchTerm=copilot&topic_id=245c74f9c3534e94b727d0fb0501318d
https://myit.siemens.com/myitportal?id=emp_taxonomy_topic&searchTerm=copilot&topic_id=245c74f9c3534e94b727d0fb0501318d
https://myit.siemens.com/myitportal?id=emp_taxonomy_topic&searchTerm=copilot&topic_id=245c74f9c3534e94b727d0fb0501318d
https://engage.cloud.microsoft/main/org/siemens.com/groups/eyJfdHlwZSI6Ikdyb3VwIiwiaWQiOiIxOTY1NjkxNDUzNDQifQ
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