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How to Use This Guide

This guide is structured as a progression. If you're brand new to Copilot, start at Part 1 and work
through sequentially. If you're already using Copilot and need specific guidance, use the Table
of Contents to jump to the section you need.

Parts 1-6: Foundation. What Copilot is (and isn't), the confusing product lineup, choosing a
plan, understanding the models, the conversations to have with IT and legal, and setting up
your environment. Start here even if you've been using Copilot casually.

Parts 7-14: Core tools. Copilot Chat, Word, Excel, PowerPoint, Outlook, Teams, OneNote,
Loop, Notebooks, and Agents. These are the daily-use features for L&D work.

Parts 15-24: The extended ecosystem. Copilot Studio, Power Automate, Forms, Power BI,
Viva, SharePoint architecture, Designer, Stream, mobile, and data integration. Read these
once you're comfortable with the core tools.

Parts 25-32: Reference and implementation. Prompting best practices, your first session, real-
world scenarios, cheat sheets, security deep dive, competitor translation guide, team rollout,
and what's coming next. Return to these as needed.

» Note

This guide is not a Microsoft sales pitch. Copilot is the most expensive Al assistant on the
market at $30/user/month, and its output quality trails Claude and ChatGPT on several L&D
tasks. But if your organization runs on Microsoft 365, Copilot's integration with your existing
documents, meetings, and email is something no competitor can match. This guide helps
you maximize what Copilot does well and work around what it doesn't.



Part 1: What Is Microsoft 365 Copilot (and Why Should L&D
Care)?

Microsoft 365 Copilot is an embedded Al. That's the single most important thing to understand
about how it differs from ChatGPT, Claude, and Gemini. Those tools live in their own windows.
We go to them. Copilot lives inside the tools we're already using. It appears in the sidebar of
Word while we're writing curriculum, in Excel while we're analyzing evaluation data, in Teams
while we're running a training session, and in Outlook while we're coordinating with SMEs. For
L&D professionals in Microsoft shops, this changes the fundamental workflow.

We don't have to copy and paste a competency framework into a chat window and hope the Al
understands the context. Copilot can already see the framework in SharePoint, the evaluation
results in Excel, the SME interview notes in OneNote, and the stakeholder email thread in
Outlook. It reads what we can read, automatically. That's the promise. The reality, as of March
2026, is more complicated. Only 3.3% of Microsoft's 450 million commercial users have paid for
Copilot. Gartner found that just 5% of organizations that completed pilots moved to broader
deployment. Microsoft paused its own forced rollout in March 2026 after IT admin backlash. This
isn't a tool that sells itself on first use, the way ChatGPT did in 2023.

So why should we care? Because if our organization is a Microsoft 365 shop, Copilot is the only
Al assistant that can query across our emails, SharePoint files, Teams chats, meeting
transcripts, calendar events, and org chart without uploading a single file. That integration,
combined with enterprise data protection and permission-trimmed access, makes it the only
viable option for L&D teams handling sensitive employee data. The question isn't whether
Copilot is the best Al. It's whether it's the best Al for the way we already work.
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Figure 1: The Copilot Chat interface with prompt box, conversation mode selector, and file reference dropdown.



What Makes Copilot Different from ChatGPT, Claude, and Gemini

Microsoft Graph integration. This is the fundamental differentiator. Copilot queries across
emails, SharePoint files, Teams chats, meeting transcripts, calendar events, and the org chart
simultaneously, without uploading anything. ChatGPT requires file uploads. Claude requires
folder selection. Gemini requires @Google Drive references. Copilot already knows where
everything is.

Permission-trimmed access. Copilot only surfaces content we already have permission to
see. If HR has a salary spreadsheet we can't access, Copilot can't see it either. This is
automatic, not configurable. It also means that if SharePoint permissions are misconfigured (the
oversharing problem we'll cover in Part 29), Copilot will happily surface content it shouldn't.

Sensitivity label inheritance. When Copilot generates new content from labeled sources, the
highest-priority sensitivity label is inherited. Summarize a "Confidential" training document, and
the summary carries the same classification. No other Al assistant does this.

Real-time meeting intelligence. Copilot in Teams transcribes meetings in real time, identifies
action items, lets latecomers ask "what did | miss?", and generates post-meeting summaries
with color-coded chapters. No competitor has equivalent native meeting integration.

Multi-model architecture. Unlike single-vendor tools, Copilot uses models from both OpenAl
(GPT-5 family) and Anthropic (Claude). An intelligent router selects the best model for each
task. As of March 2026, users can also select Think Deeper mode (powered by 03-mini-high,
which costs $200/month in ChatGPT Pro but is free in Copilot).

What Copilot Cannot Do (That Competitors Can

Capability Copilot ChatGPT

Generate video No Sora No Veo 3.1
Generate No No No Lyria 3
audio/music

Podcast from docs No No No NotebookLM Audio
Autonomous local Preview* No Cowork No

file creation

Best long-form Adequate Strong Strongest Good

writing

Image generation DALL-E 3 (good) GPT-Image-1 (best) No native Nano Banana 2
quality (best text)
Citation-grounded Limited Limited Projects NotebookLM
research

*Copilot Cowork (powered by Anthropic Claude) is in Research Preview as of March 2026;
check with your IT department to see if it is available for your organization.



Your ChatGPT/Gemini/Claude Workflow, Translated

In ChatGPT/Claude/Gemini... In Copilot... Why It's Different

Upload a file to chat Open the file in Word/Excel/PPT Al works inside the app where the
and use the Copilot sidebar file already lives

Copy-paste text into a prompt Type "/" and reference the file by Copilot searches Microsoft Graph
name for the file

Ask for a document draft Open Word, click Copilot, describe Draft appears as a formatted Word
the document document immediately

Analyze a spreadsheet Open in Excel, use Copilot to ask Analysis happens inside Excel with
questions charts and formulas

Summarize a meeting Open Teams recap or ask Copilotin  Meeting transcripts are auto-
Chat indexed

Create a Custom GPT / Gem / Skill Build an agent in Copilot Studio Agents access org data and publish

to Teams

— Try This Now

Open microsoft365.com and sign in with your work account. In the Copilot Chat box, type:
"Summarize my last 5 emails from this week and identify anything that needs a response."
That's the workflow. It takes 10 seconds, and it's using your actual organizational data. No
uploads. No setup. If you have a Microsoft 365 business plan, this is already available to
you at no extra cost.

i Beginner Note

Stop uploading files to Al chat windows. Your first goal with Copilot is to learn the "/"
command for referencing files that already exist in SharePoint or OneDrive. Type "/" in any
Copilot prompt box and you'll see a list of recently accessed files. That single shift changes
everything about how you interact with Al at work.




Part 2: The Copilot Ecosystem: Six Products, One Name

The single biggest source of confusion around Microsoft Copilot is the name. Microsoft uses
"Copilot" for at least six different products, each with different pricing, data access, and
capabilities. Before we go further, we need to sort this out. I've seen L&D professionals waste
weeks trying to use features that aren't available on their plan because the marketing is
notoriously unclear.

Product Cost Data Access Best For

Microsoft Copilot (Free) $0 Web search only. No org Testing. Casual use. Not
data. for L&D work.

Copilot Pro $20/mo (personal) Personal Office apps. No Solo consultants on
org data. personal M365 accounts.

M365 Copilot Chat $0 (with M365) Web + file upload. Starting point for any

(Included) Enterprise Data M365 business user.
Protection. Already available.

M365 Copilot Business $18-21/user/mo Full org data via Microsoft  The sweet spot for small

Graph. SMBs up to 300 L&D teams.
users.

M365 Copilot (Enterprise)  $30/user/mo Full org data. Microsoft Enterprise L&D
Graph. Compliance. departments. 300+ users.
Copilot Studio Included* / standalone Custom data sources. Building custom L&D
SharePoint. External agents (onboarding bot,
connectors. compliance Q&A).

*Basic Copilot Studio access is included with M365 Copilot licenses for internal use. Standalone
licensing is required for external deployment.

The Consumer vs. Business Fork

This is where most confusion starts. Free Copilot and Copilot Pro are consumer products tied to
personal Microsoft accounts (@outlook.com, @hotmail.com). They have consumer privacy
terms, meaning your prompts could be used to improve Microsoft's models. They cannot access
your organization's files, emails, or meeting transcripts.

Microsoft 365 Copilot Chat, Copilot Business, and Copilot Enterprise are business products tied
to work accounts (@yourcompany.com). They include Enterprise Data Protection automatically.
Your prompts and responses are never used for model training. They can access organizational
data through Microsoft Graph, where the real L&D value lies.

The rule: If your work email ends in @company.com (not @gmail.com or @outlook.com), you
need the business version for meaningful L&D work. If you're signed in with a personal account,
you're using the consumer product regardless of what you're paying.
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Figure 2a: Consumer Copilot — signed in with a personal Microsoft account. No organizational data access.
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Figure 2b: Business Copilot — signed in with a work account. Full org data access with Enterprise Data Protection.

L&D Power Move

Before you spend a single minute learning Copilot features, verify which product you're actually
using. Go to microsoft365.com and sign in with your WORK account. If you see "Microsoft 365
Copilot" in the interface (not just "Copilot"), you're on the business version with Enterprise Data
Protection. If you're not sure, check with IT. Everything in this guide assumes you're on the
business version.



Part 3: Choosing Your Plan

Copilot's pricing is the most complex in the Al assistant market. ChatGPT: $20/month, done.
Claude: $20/month, done. Gemini: $19.99/month, done. Copilot: It depends on which Copilot
and which Microsoft 365 plan you already have, whether you're an individual or an organization,
and how many users you need. Here's the breakdown that actually matters for L&D
professionals.

Individual L&D Professionals / Consultants

Plan Monthly Cost Copilot in Office? Org Data? Best For
Free Copilot $0 No No Testing the interface
Copilot Pro $20 Yes (personal apps) No Solo consultants
with personal M365
M365 Personal + Al $9.99 Yes (60 credits/mo)  No Freelance L&D
Credits professionals
Organizations
Plan Per User/Month Prerequisites Best For
M365 Copilot Chat $0 (included) Any M365 business plan Testing Copilot with your
team. Start here.
M365 Copilot Business $18-21* M365 Business SMBs up to 300 users.
Basic/Standard/Premium Sweet spot for small L&D
teams.
M365 Copilot (Enterprise)  $30 M365 E3 or E5 Enterprise L&D
departments.
M365 E7 (bundled) $65** None (all-inclusive) Organizations wanting

everything in one SKU.

*$18/user/month promotional pricing through March 31, 2026. Standard pricing: $21/user/month
starting April 1, 2026.

**E7 launches May 1, 2026, at $65/user/month (previously reported at $99; revised pricing
announced March 2026).

Recommendation for L&D Professionals

Start with Copilot Chat. It's free, already included with your existing M365 subscription, and it
provides Enterprise Data Protection. Use it for a month. Track what you use it for and where you
hit the wall (usually when you need it to reference organizational documents without uploading
them). That usage data becomes your business case for the paid add-on.

If your organization already has M365 E3 or E5 licenses, the Copilot add-on at $30/user/month
unlocks organizational data grounding. That's where the real L&D workflow transformation
happens: Copilot can reference training materials in SharePoint, summarize SME meetings in
Teams, and draft documents grounded in your actual course catalog without any manual
uploads.



For a team of 20 L&D professionals on E3, the annual cost comparison looks like this:

Option Annual Cost (20 users) What You Get

M365 Copilot Chat (free) $0 Web-grounded chat, file upload,
basic agents. No org data
grounding.

M365 Copilot ($30/user/mo) $7,200/year (+ existing M365) Full org data grounding, all Office
app integration, agents, Studio.

ChatGPT Team ($25/user/mo) $6,000/year High-quality output, no Office
integration, manual file uploads.

Claude Team ($25/user/mo) $6,000/year Best long-form writing, no Office
integration, manual file uploads.

Google Al Pro ($19.99/user/mo) $4,800/year Google Workspace integration,

multimodal creation, NotebookLM.

& The Honest Assessment

Copilot is the most expensive option and does not produce the best output quality. What it
offers that no competitor can match: native integration with the Microsoft ecosystem your
organization already uses. If your team lives in Teams, SharePoint, Outlook, and Word, the
workflow efficiency of not having to upload, copy-paste, or context-switch may justify the
premium. If your team primarily uses Google Workspace or standalone authoring tools
(Articulate, Captivate), the value proposition is weaker.

Important Pricing Dates

Date Change Action

March 31, 2026 Copilot Business promo Lock in promo pricing before this
($18/user/mo) expires date

April 1, 2026 Standard pricing: $21/user/month Budget accordingly

April 15, 2026 Free Copilot in Office apps requires  Features you're using may
paid license disappear

May 1, 2026 E7 + Agent 365 GA Evaluate bundled option

July 1, 2026 M365 plan price increases Business Basic: $6 to $7. Standard:

$12.50 to $14.

— Try This Now

Go to microsoft365.com and sign in with your work account. Click Copilot in the sidebar. If
you see Copilot Chat, you already have free access with Enterprise Data Protection. Next,
open Word or Excel. Look for the Copilot button in the ribbon. If it's there, you have the paid
Copilot add-on. If it's missing, you only have Copilot Chat. Now you know your starting point
and which plan tier to target.




Part 4: The Models Under the Hood

Auto -

B -

Auto

Decides how long to think

Quick Response

Answers right away
Think Deeper

Think longer for better answers

Sonnet

Claude

GPT

Open Al
GPT 5.3 Quick Response
GPT 5.4 Think Deeper
GPT 5.2 Quick Response

GPT 5.2 Think Deeper

Copilot model selection: Auto mode picks the best model. Think Deeper enables o1-level reasoning.

Here's something most Copilot guides don't tell you: Microsoft 365 Copilot doesn't use a single
Al model. It uses models from multiple providers, and an intelligent router decides which one
handles each task. This is fundamentally different from ChatGPT (OpenAl models only), Claude

(Anthropic models only), or Gemini (Google models only).

The Model Lineup

Provider
OpenAl

Anthropic (since Jan 7,
2026)

OpenAl Reasoning

March 2026
Models Available

GPT-5.2, GPT-5.3 Instant,
GPT-5.4

Claude Sonnet 4.5,
Claude Sonnet 4.6,
Claude Opus 4.6

03-mini-high

Best Used For

Standard tasks, fast
responses, structured
Q&A

Orchestration, agent
building, nuanced content,
deep reasoning

Think Deeper mode —
extended chain-of-thought

When to Choose

Default Auto mode —
Copilot's router selects
these for most everyday
tasks

Select explicitly in Copilot
Studio. Sonnet 4.6
recommended for most
L&D workflows. Opus 4.6
for maximum reasoning
depth.

Complex evaluation
design, gap analysis,
multi-source synthesis.
Free in Copilot; costs
$200/mo in ChatGPT Pro
standalone.



Conversation Modes

Copilot Chat offers four conversation modes. Most users leave it on Auto and never think about
it. For L&D work, understanding when to switch modes makes a significant difference in output
quality.

Mode What It Does Model Powering It  Best L&D Use Speed

Auto Intelligent router Varies (GPT or Default for all tasks Varies
selects the best Claude) — start here
model for each
prompt

Quick Response Fast, concise GPT Auto or Claude  Quick email drafts, Fastest
answers — Sonnet 4.6 simple formatting,
optimized for brevity yes/no lookups

Think Deeper Extended chain-of- 03-mini-high (same Evaluation design, 10-30 seconds
thought reasoning as $200/mo gap analysis,
— works through ChatGPT Pro — complex data
the problem before free in Copilot) synthesis,
responding Kirkpatrick strategy

Deep Research Autonomous multi- Researcher agent Industry 2-5 minutes
source research benchmarking,
with citations. vendor comparison,
Searches web + org regulatory research,
data. needs assessment

When to switch modes: Leave on Auto for 80% of daily tasks. Switch to Think Deeper any
time you're asking Copilot to reason through a complex L&D problem rather than retrieve or
format information. Use Deep Research when you need a cited, multi-source report you'd
otherwise spend hours compiling manually.

Auto

Quick Response

Think Deeper

Sonnet

GPT

Welcome to Copilot Chat

il

©

9

What are some fun things What's the latest from person,
Copilot can do? organized by emails, chats, and

Figure 3: Conversation mode selector in Copilot Chat. Switch modes based on task complexity.



The Anthropic Integration: What L&D Teams Need to Know

Since January 7, 2026, Anthropic Claude models are a subprocessor for Microsoft 365 Copilot.
This is significant for three reasons:

Output quality improved. Claude models are consistently rated higher than GPT models for
long-form writing, nuanced analysis, and instruction following. The addition of Claude to
Copilot's model roster means that some Copilot tasks now produce measurably better
output than they did in 2025.

Data residency implications. Anthropic models are NOT covered by Microsoft's EU Data
Boundary commitment. If your organization has strict data residency requirements
(particularly in the EU/EFTA/UK), discuss with IT. Admins can disable Anthropic models if
needed.

Copilot Cowork. Microsoft announced Copilot Cowork on March 8, 2026, a collaboration with
Anthropic that brings autonomous task execution to Microsoft 365. Users delegate complex,
multi-step tasks and Copilot Cowork plans, execute, and deliver finished work across
Outlook, Teams, Excel, and PowerPoint. It's in Research Preview as of this writing, with no
GA date announced.

L&D Power Move

Think Deeper mode (03-mini-high) is Copilot's secret weapon for complex L&D work. It's the
same reasoning model that costs $200/month in ChatGPT Pro, but it's included free with
Copilot. Use it for Kirkpatrick Level 3-4 evaluation design, multi-source gap analysis,
competency framework mapping, and any task that requires the Al to reason through multiple
steps before responding. Just switch the mode selector before submitting your prompt.



Part 5: The Conversations You Need to Have (IT, Legal,

Compliance)

This part doesn't exist in the ChatGPT, Claude, or Gemini guides. It exists here because Copilot
is an enterprise product that touches organizational data. We can't just sign up and start using it
the way we can with a personal ChatGPT subscription. The IT, legal, and compliance
conversations need to happen before or alongside our adoption, and L&D professionals who
understand them move faster than those who wait for someone else to figure them out.

With IT: The 10-Question Checklist

Question

"Which Copilot licenses does our org have, and who
has them?"

"Is the Semantic Index built and healthy?"

"Have we audited SharePoint permissions for
oversharing?"

"Is Copilot enabled in all Office apps?"

"Is web search enabled?"

"Are Anthropic models enabled or disabled?"

"Can we get Copilot Studio access?"

"Is Microsoft Graph fully indexed?"

"Are sensitivity labels configured in Purview?"

"Can we enable the Copilot Dashboard in Viva
Insights?"

Why It Matters

Determines your baseline. M365 Copilot Chat (free) vs.
paid Copilot add-on determines what L&D can actually
do.

Converts SharePoint/Exchange content into vector
representations. Without it, Copilot does keyword
matching. With it, Copilot understands meaning.

#1 security risk. If content is shared with "Everyone
Except External Users," Copilot surfaces it to anyone.
Run the permissions report before going live.

Confirm Word, Excel, PowerPoint, Teams, Outlook, and
OneNote all have Copilot active. Semi-Annual
Enterprise Channel does NOT support Copilot.

Web search queries go to Bing under different privacy
terms (not covered by HIPAA/FERPA). Enable for
public research; disable for proprietary strategy work.

Enabled by default. Not covered by EU Data Boundary.
Discuss with IT if data residency is a concern.

Lets you build custom L&D agents. Basic access
included with M365 Copilot; standalone license for
advanced features.

If Teams transcripts aren't captured, Copilot can't
summarize training sessions. Confirm emails, chats,
docs, calendars, and transcripts are all indexed.

Labels are the primary defense against Copilot
surfacing sensitive L&D content. Label confidential
content to restrict Copilot access.

Measures whether Copilot is actually improving L&D
outcomes. Shows adoption metrics and app-by-app
usage trends.



With Legal: The 6-Question Checklist

"What employee data can we process through Copilot?"

"Do we need to update our Al acceptable use policy?"

"Do HIPAA, FERPA, SOX affect our Copilot use?"
"Does the Anthropic subprocessor change our data
residency?"

"Who owns copyright on Copilot-generated content?"

"Must we disclose Al-generated content to learners?"

i Beginner Note

Performance reviews? Compensation? 360 feedback?
P11? Copilot's EDP means data isn't used for training,
but you still need organizational policy.

Should L&D disclose Al-generated content? Which
processes can use Copilot (curriculum design,
assessment writing) vs. which shouldn't (performance
decisions)?

Microsoft supports these frameworks, but compliance
requires proper configuration, not just licensing.

Anthropic models are out-of-scope for EU Data
Boundary. Understand implications for your org.

Microsoft doesn't claim ownership. Copyright
Commitment defends you if sued over Copilot output.

Al disclaimers are configurable. Your org's policy
should address transparency expectations.

If the IT and legal conversations feel overwhelming, start with just two questions: (1) "Do we
have Copilot Chat available?" (answer is almost always yes if you have M365), and (2) "Are
there any restrictions on what data | can use with it?" Those two answers let you start
safely while the broader governance conversations happen in parallel.



Part 6: Setting Up Your Environment

Unlike Claude (download a desktop app) or Gemini (open gemini.google.com and enable
extensions), Copilot setup depends on which Copilot product you're using and how your
organization has configured it. Here's the practical setup path for L&D professionals.

Step 1: Verify Your Access

Go to microsoft365.com and sign in with your work account. Look for "Copilot" in the left
navigation or top bar. If you see it, you have at least Copilot Chat access. If you see Copilot
available inside Word, Excel, and PowerPoint when you open those apps, you have the full
M365 Copilot add-on. If you only see it in the web interface but not in desktop Office apps,
check with IT about your license assignment.

Use across Teams, Outlook, and Microsoft 365 Copilot

L]
u Bookings Org Explorer ' Power B

Get work done

ChatGPT

Figure 4: The Copilot entry point at microsoft365.com. If you see this, you have at least Copilot Chat access.

Step 2: Explore Copilot Chat

Copilot Chat (at microsoft365.com or m365copilot.com) is your home base. It's the general-
purpose Al assistant that can search the web, reference your organizational files (with paid
Copilot), generate images, and create Copilot Pages for collaborative editing. Key interface
elements to locate: the prompt box (where you type), the conversation mode selector (Auto /
Quick Response / Think Deeper), the "/" file reference command, the image generation toggle,
and the Copilot Pages button for converting responses into editable documents.
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Figure 5: The Copilot Chat interface with key elements labeled.

Step 3: Check Copilot in Office Apps

Open Word, Excel, PowerPoint, Outlook, and Teams. In each app, look for the Copilot icon
(usually in the ribbon/toolbar or as a sidebar button). The experience differs by app: Word and
PowerPoint show Copilot as a sidebar. Excel shows it as both a sidebar and an inline function.
Outlook integrates it into email composition. Teams shows it in meetings and chat.
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Figure 6: Copilot button locations across Office apps. The icon appears in different positions depending on the application



Step 4: Set Up Your File Structure

Copilot finds files through Microsoft Graph, which indexes your OneDrive and SharePoint. For
Copilot to work effectively, your L&D content needs to be findable. If you're a solo practitioner,
your OneDrive folders are sufficient. If you're working with a team, SharePoint is essential.
Recommended starting structure — OneDirive for solo, SharePoint for teams:

Folder Contents Why

L&D Core Frameworks Brand guidelines, competency Copilot references these when you
models, standard templates, ask it to align with your standards
evaluation rubrics

Training Content (by program) Course materials organized by Clear naming helps Copilot find the
program name/year right content

Evaluation Data Survey exports, feedback forms, Keep data organized for Copilot
assessment results by quarter analysis in Excel

SME Content Interview transcripts, brain dumps, Source material for curriculum
reference materials from SMEs development

— Try This Now

Open Copilot Chat at microsoft365.com right now. Type: "/" and see what files appear.
These are your recently accessed documents. Pick any one and ask: "Summarize the key
points of this document in 3 bullets." If you have the paid Copilot add-on, Copilot will read
the file directly from SharePoint/OneDrive. If you only have Copilot Chat (free), upload a file
using the attachment button instead. Either way, you just completed your first Copilot
workflow.

Step 5: Platform Considerations (Windows vs. Mac vs. Web)

Good news: as of early 2026, Copilot in Word, Excel, PowerPoint, Outlook, and Teams works
identically on Windows and Mac. Agent Mode in Excel works on both platforms and the web.
This is a recent achievement. Earlier versions had significant Mac gaps. Where Mac users lose
out: the OS-level Windows Copilot integration (sidebar in Windows, Copilot in
Notepad/Paint/Photos/File Explorer) is Windows-only and will never come to Mac. For L&D
work, this barely matters. Everything that matters for training development works through the
Office apps and web interface, both of which are platform-neutral. The real platform
consideration isn't Mac vs. PC. It's desktop vs. web. Some Copilot features appear in desktop
apps first and reach the web later. If your org is web-first (Office.com), expect slight delays in
feature availability. Desktop apps also perform faster for complex document operations because
they have direct access to the file system.



Part 7: The Copilot Chat Interface and Copilot Pages

What do you want to create?

PowerPaint & Word Pl Excel (3] Create a video & Design an infographic Create a story More.
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Figure: The Copilot Chat Create menu — Images, Pages, and content generation options.
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Figure: The Copilot Library — saved pages, shared content, and search history.
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Copilot Chat at microsoft365.com is more than a text box. It's a full workspace with navigation,
specialized tools, agents, and creation features that most users never explore past the prompt
box. This section walks through every element of the interface so nothing gets missed.

New Chat

Click the New Chat button (or use Ctrl+Shift+N) to start a fresh conversation. Copilot auto-
generates a title summarizing each session. You can rename it by clicking the title or the more
options (...) button. Previous conversations stay in your chat history (left sidebar) and are
searchable. Sessions support 30+ conversation turns without losing context. For L&D work,
treat each project or task as its own chat. A facilitator guide draft, an evaluation analysis, and a



stakeholder email should be separate conversations. This keeps context clean and makes it
easy to find past work.

Figure 26: New Chat button and conversation history. Each session auto-generates a searchable title.

Copilot Search

Copilot Search is distinct from regular chat. It searches across your organizational data (files,
emails, Teams chats, meeting transcripts) AND web content simultaneously, then summarizes
the results. As of March 2026, Search and Chat are integrated: you can search, then move into
a deeper chat exploration of the results. Think of Search as the discovery tool and Chat as the
analysis tool. Search finds the content; Chat helps you work with it.

Example prompts:

Search our organization for all documents related to the Q2 compliance training rollout.
Include emails, meeting notes, and SharePoint files.

Find the most recent version of our onboarding curriculum and any feedback emails about it
from the past 30 days.

Library

The Library (accessible from the left sidebar or at m365.cloud.microsoft/copilot-prompts) stores
three categories: Saved Prompts (prompts you've bookmarked for reuse), Copilot Pages
(collaborative documents created from chat responses), and Generated Images (visuals created
with DALL-E 3). To save a prompt: run it successfully, hover over it, and click the bookmark
icon. To share a prompt with your team: use the share-as-link feature (available since
December 2025 for Copilot-licensed users). This is how L&D teams build shared prompt
libraries without needing a separate tool.

4> L&D Power Move

Build a shared prompt library for your L&D team. Have each team member save their best
prompts to their Library, then share the top 10 as links in a dedicated Teams channel.
Within a week, your team has a curated collection of proven prompts for common L&D
tasks. No separate tool needed. No training required. Just bookmark and share.



Create

The Create feature lets you build three things directly from Copilot Chat: Pages (collaborative
documents from chat responses), Workflows (automated processes via Power Automate), and
Agents (custom Al assistants via Agent Builder). This is the entry point for moving from "asking
Copilot questions" to "building things with Copilot." For L&D professionals, the most immediately
useful Create feature is Pages. When Copilot produces a useful training outline, evaluation
summary, or facilitator guide draft, click Create > Page to convert it

into an editable, shareable document that your team can collaborate on in real time.

Example: Create a 4-week onboarding checklist for a new instructional designer. Include Week
1 (orientation and tool access), Week 2 (process documentation review), Week 3 (shadowing
sessions), and Week 4 (first solo deliverable with mentor review). Format as a table with
columns: Week, Task, Owner, Status. After Copilot generates this, click the Pages button to
convert it. You now have a shareable, editable onboarding template. Share it via Teams or
Outlook. Teammates and Copilot can edit it together in real time.

Prompt Coach

Prompt Coach is a prebuilt agent available in the Agent Store that helps you write better
prompts. It analyzes your prompt for clarity, specificity, and alignment with Responsible Al
guidelines, then suggests improvements. Think of it as a teacher for prompt engineering. To use
it: go to Agents > All Agents, search for "Prompt Coach," and click Add. Then start a chat with it.

Example prompts:

@Prompt Coach, | want to ask Copilot to create a training evaluation plan, but I'm not sure
how to structure the prompt. My goal is to measure whether our new manager feedback
training actually changed behavior 90 days after delivery. Help me write the best prompt for
this.

@Prompt Coach, analyze this prompt and tell me how to improve it: 'Create a quiz about
safety procedures from our safety manual.'

Idea Coach

Idea Coach is another prebuilt agent designed for structured brainstorming. It guides you
through creative exercises, helps organize ideas by priority, and can connect to Whiteboard for
visual mapping or Planner for turning ideas into action items.

Example prompts:

@ldea Coach, | need to design a new leadership development program for mid-level
managers. Our workforce is 60% remote. Help me brainstorm format options, delivery
methods, and engagement strategies. Guide me through a structured brainstorm.

@ldea Coach, we're redesigning our compliance training, and it's historically boring. Help me
brainstorm creative approaches that maintain regulatory accuracy but improve learner
engagement. Push me beyond the obvious answers.



Part 8: Personalizing Copilot for Your L&D Work

Out of the box, Copilot is a generalist. It doesn't know you're an instructional designer, that you
use Bloom's taxonomy, or that your organization follows ADDIE. The difference between
mediocre Copilot output and consistently useful output often comes down to how well you've
configured personalization. This takes 15-20 minutes and pays dividends on every prompt after.

Settings Overview

Access Settings from the gear icon in the top right of Copilot Chat or from the Microsoft 365
admin area. Key settings for L&D professionals:

Setting What It Does Recommended for L&D
Language & Region Sets default language for responses  Match your learner population
language

Web Search Enables/disables Bing web ON for research. OFF for
grounding proprietary work.

Copilot Memory Saves preferences across ON. Critical for consistent L&D
conversations output.

Chat History Saves past conversations for 18 ON. Lets you revisit past project
months work.

Conversation Mode Default Sets default mode Leave on Auto. Switch per-task as
(Auto/Quick/Think Deeper) needed.

Voice Settings Controls voice input and response Configure for mobile SME capture
behavior workflow.

Copilot Memory: The Most Important Setting

Copilot Memory saves facts, preferences, and context you've shared across conversations.
When enabled, Copilot remembers your role, frameworks, audience, and working style so you
don't have to re-explain them in every session. This is the single most impactful setting for L&D
professionals. How to enable: Settings > Privacy & Controls > Toggle "Copilot Memory" ON.
Then explicitly tell

Copilot what to remember.

What to Tell Copilot to Remember (L&D Starter Set)

Remember the following about me and my work:

- I'm an instructional designer/training manager / learning leader

- I use Bloom's Taxonomy for learning objectives (target Application level or above)
- I follow the ADDIE framework for course development

- I use Kirkpatrick's model for evaluation (focus on Level 3 behavioral transfer)

- My target audiences are typically frontline managers and individual contributors
- I prefer a professional but conversational tone, not academic or corporate-speak
- When I ask for training content, include timed agendas and interactive activities
- Always cite sources when making claims about research or best practices

What Memory does NOT do: It doesn't remember the content of specific conversations or files.
It remembers facts and preferences. It also doesn't share your memory with other users or your
admin (though admins can see it via Purview eDiscovery).



| i Suggested Memory Prompts by Role

¢ Instructional Designer: 'Remember that | design SCORM-compliant eLearning modules,
write in active voice, and always include accessibility considerations (WCAG 2.1 AA).'

¢ Trainer/Facilitator: 'Remember that | deliver virtual instructor-led training via Teams, need
activities that work for groups of 15-25, and prefer experiential learning over lecture.'

e Learning Leader: 'Remember that | manage an L&D team of [X], report training ROI to
executive stakeholders, and use data from [LMS name] for evaluation.'

Chat History

Chat History saves all your Copilot conversations for 18 months by default. Conversations
appear in the left sidebar with auto-generated titles. You can search, rename, and delete
conversations. If you disable Chat History, data is removed after a 30-day grace period. Privacy
note: IT admins with Purview access can view your chat history via Content Search or
eDiscovery. This is the same access level they have for your email. Treat Copilot conversations
with the same discretion you'd apply to work email.

Linking Sources with '/'
Beyond the /' file reference covered in Part 7, Copilot can link to several source types:

Source Type How to Reference Example
OneDrive / SharePoint files Type "/" and select from recent files  /Q4 Evaluation Results.xIsx
Email threads Type "/" and search for email /Email: Compliance Training Rollout
subject Update
Meeting transcripts Type "/" and search for meeting /Meeting: SME Interview
name
Teams chat messages Reference via Copilot Search first Search: "onboarding redesign
project updates"
SharePoint sites/pages Type "/" and navigate to site content  /SharePoint: L&D Training Library
site
Entire folders Type "/" and select a folder (uses 10  /Folder: Q4 Evaluation Data

most recent files)

You can reference up to 20 sources in a single prompt. For complex L&D tasks (gap analysis,
curriculum redesign), referencing 3-5 sources produces dramatically better output than zero
sources. The '/ reference is what makes Copilot worth the license cost.
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Figure 28: Copilot personalization settings and the "/" source linking interface.

— Try This Now

Open Copilot Settings right now and enable Memory. Then type this prompt: 'Remember
that I'm an L&D professional who designs training for [your actual audience]. | use [your
actual frameworks]. My preferred output format is [your preference].' Every future
conversation will benefit from this 60-second setup.



Part 10: Copilot in Word

Copilot in Word is where most L&D document production happens. It drafts, rewrites,
summarizes, and chats about documents, all inside the Word interface. For instructional
designers who produce facilitator guides, curriculum outlines, assessment banks, and policy
summaries, this is the highest-use Copilot feature.

Key Capabilities

Draft from prompt: Open a new Word document, click the Copilot button, and describe what
you need. Copilot asks clarifying questions about tone, audience, and structure before
generating. This agentic drafting behavior (asking before producing) is an improvement from
March 2026.

Draft from files: Use the "/" command to reference up to 20 existing files (emails, documents,
meeting transcripts) as input sources. Copilot synthesizes these into a new document. You
can also reference entire OneDrive/SharePoint folders (Copilot uses the 10 most recent
files). This is Copilot in Word's strongest feature for L&D: point it at SME interview notes, a
competency framework, and a prior course outline, and it produces a first draft grounded in
actual organizational content.

Rewrite and transform: Select any text and ask Copilot to rewrite it for a different audience,
reading level, or tone. Useful for converting technical SME content into learner-facing
language.

Summarize: Copilot can summarize documents up to approximately 300 pages (1.5 million
words) for reference and search purposes. For detailed editing and rewriting, Microsoft
recommends keeping input to 3,000 words or less for coherent output. Longer documents
should be processed in chunks.

Voice in Word: New in 2026, Copilot supports voice input for hands-free talking points and
document creation. Useful for capturing thoughts while reviewing training materials.

Example Prompts for L&D in Word

Draft a facilitator guide for a 90-minute workshop on giving effective feedback. Reference /SME
Interview Notes - Feedback Workshop.docx and /Leadership Competency Framework.pdf.
Target audience: first-time managers. Include a timed agenda, discussion questions, and an
outline of the participant handout. Tone: professional but conversational. Rewrite the selected
section for a non-technical audience. Target reading level: 8th grade (Flesch-Kincaid). Preserve
all factual content but simplify terminology and shorten sentences. Summarize this compliance
manual. Identify the 10 most critical policies that frontline employees need to know. Output as a
numbered list with a one-sentence explanation of each policy and the page reference in the
source document.
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Figure 8: Copilot in Word with the sidebar open, showing file references and a draft response.

Honest Limitations in Word

Copilot's first-draft quality in Word is adequate but not best-in-class. Claude 4.6 consistently
produces more nuanced, pedagogically sophisticated facilitator guides on the first pass.
Copilot's tone tends toward clinical and generic unless we explicitly prompt for personality and
adult learning principles. The advantage is integration: Copilot can reference our actual
organizational documents without uploading them, saving significant time on context setup. For
compliance content, every Copilot-generated claim should be verified against source
documents. Copilot has a documented ~27% hallucination rate (Microsoft Responsible Al
research, 2025), which is unacceptable for regulated content. Use the "/" file reference to
ground responses in specific policy documents, and always have an SME review the output
before publishing.

L&D Power Move

Create a standard prompt template for your most common document types (facilitator guide,
course outline, assessment bank, job aid). Save these in a Word document in your OneDrive.
When you start a new project, reference the template with '/' and ask Copilot to generate a new
document following that structure. This turns a 30-minute prompt engineering session into a 30-
second file reference.



Part 11: Copilot in Excel

Copilot in Excel is simultaneously the most exciting and most unreliable Copilot experience.
When it works, it transforms how L&D teams analyze training data. When it doesn't, it produces
confidently wrong answers. Understanding the boundary between these two states is critical.

Key Capabilities

Natural language analysis: Ask questions about data in plain English. "What's the average
satisfaction score by department?" "Which training program had the highest completion rate
in Q47?" Copilot generates formulas, pivot tables, and charts from these questions.

Agent Mode (new in 2026): Multi-step data analysis where Copilot builds formulas,
generates charts, creates new sheets, and chains operations together. Works identically on
Windows, Mac, and web.

=COPILOT() function: A new formula that inserts Al-generated text analysis directly into
cells. Useful for categorizing open-text feedback, extracting themes, or classifying
responses. Can be nested inside other functions.

Python in Excel: Copilot generates and inserts Python code using pandas, matplotlib, and
scikit-learn for advanced analysis: forecasting, clustering, statistical tests, and complex
visualizations (heatmaps, violin plots, pairplots) that Excel charts can't produce natively.

Example Prompts for L&D in Excel

Create a pivot table showing average evaluation scores by department and training program.
Include a bar chart comparing the results. Highlight any department where the average score is
below 3.5 out of 5. Analyze the open-text feedback in column F. Categorize each response into
these themes: Content Quality, Instructor Effectiveness, Relevance to Role, Pace/Timing,
Technology Issues. Add the category in a new column G.
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Figure 9: Copilot in Excel analyzing training evaluation data with natural language.



Honest Limitations in Excel

A Warning

The =COPILOT() function produces 'errors ranging from subtle omissions to outright
fabrications' (Office Watch, March 15, 2026). The same prompt can produce different
results on the same data. Excel Copilot is best for exploration and first-pass analysis, NOT
for final reporting. Always verify formulas, check chart axis labels, and confirm numerical
results against manual calculations before sharing evaluation data with stakeholders. Data
quality matters enormously. Merged cells, inconsistent date formats, blank rows, and mixed
data types in columns all degrade Copilot's accuracy. Before asking Copilot to analyze
training data, spend 5 minutes cleaning: unmerge cells, fill blanks, standardize date
formats, and ensure column headers are clear and descriptive.




Part 12: Copilot in PowerPoint

Copilot in PowerPoint is the feature most L&D professionals are excited about and most
disappointed by. It can generate complete presentations from prompts, create slides from Word
documents, and add speaker notes. But the design quality is consistently criticized as generic,
and the visual output requires significant manual refinement.

Key Capabilities

Generate from prompt: Describe a presentation, and Copilot asks clarifying questions about
the topic, audience, and structure before generating slides with images and speaker notes.
This agentic behavior (asking before producing) is new in March 2026.

Generate from Word document: Point Copilot at a Word document using "/" and it converts
the content into a slide deck. This is Copilot in PowerPoint's strongest feature. It respects
the document's heading structure and converts sections into individual slides.

Organization images: Copilot can insert company-approved logos, icons, and photos from
your organization's image library. This helps maintain brand consistency.

Speaker notes: Copilot generates speaker notes for each slide. For L&D teams creating
train-the-trainer decks, this saves significant preparation time.

Example Prompt

Create a presentation from /Feedback Skills Workshop - Facilitator Guide.docx. Target
audience: first-time managers in a manufacturing environment. 15 slides. Include an agenda
slide, a learning objectives slide, key concept slides with examples, two interactive activity
slides, and a summary slide. Add speaker notes for each slide. Use our organizational template.
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Figure 10: Copilot in PowerPoint generating a training presentation from a Word document.



Honest Limitations in PowerPoint

This is where the guide needs to be blunt. Copilot in PowerPoint produces what practitioners
call "10 slides of generic nonsense" when prompts are vague. The design quality is poor by
default: random stock images, bad text formatting, and overly literal visual metaphors. Non-
English output quality degrades significantly. Best practice: Start with your organization's
branded template loaded in PowerPoint before invoking Copilot. Use the Word-to-PowerPoint
workflow (write the content in Word first, then convert to slides) rather than generating from
scratch. Treat Copilot's output as a structural skeleton that needs design refinement, not a
finished product. For client-facing or executive presentations, plan 30-60 minutes of manual
design work after Copilot generates the initial deck.

i Beginner Note

Copilot cannot meaningfully edit existing slides. It primarily creates new ones. If you need to
restructure an existing deck, use Copilot Chat to plan the restructure, then manually
rearrange. This is a known limitation that hasn't been addressed as of March 2026.



Part 13: Copilot in Outlook

Try, "write an email’

Figure: Copilot summary of the L&D email thread — key points, action items, and decisions.

For L&D professionals who spend a third of their day in Outlook, coordinating with SMEs,
updating stakeholders, and managing training logistics, Copilot is arguably the highest-return
feature. It summarizes email threads, drafts replies, coaches on tone, and schedules meetings

from email context.



Key Capabilities

* Thread summarization: Long email threads get numbered citations linking to specific emails
in the conversation. Copilot extracts key decisions, open questions, and action items. For
L&D teams coordinating multi-stakeholder training rollouts, this one earns its keep.

- Draft replies: Copilot drafts responses based on the thread context, with tone and clarity
suggestions. It can adjust for professional, casual, or direct communication styles.

- Email coaching: Before sending, Copilot provides feedback on tone, sentiment, and clarity.
Useful for sensitive communications (training program feedback to managers, escalation
emails to leadership).

* Schedule with Copilot: Create meeting invitations directly from email threads. Copilot auto-
adds participants, creates an agenda from the discussion, and finds available times. For
L&D teams scheduling SME review sessions or stakeholder alignment meetings, this
eliminates the back-and-forth scheduling dance.

- Mobile voice catch-up (January 2026): On iOS and Android, Copilot summarizes unread
emails and guides through actions (draft, delete, archive, pin, flag) via voice. Perfect for
reviewing SME communications during a commute.

Example Prompt

Summarize this email thread. Identify: (1) what decisions have been made, (2) what's still open,
(3) who owes an action item, and (4) what the next step should be. Draft a reply that
acknowledges the decisions, assigns the open items, and proposes a 30-minute alignment
meeting next week.
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Figure 11: Copilot in Outlook summarizing an email thread with numbered citations.



Part 14: Copilot in Teams

Copilot in Teams is the feature no other Al assistant can replicate. Real-time meeting
transcription, Al-generated summaries, action item extraction, late-joiner catch-up, and the
Facilitator agent for virtual instructor-led training. For L&D teams that deliver training through
Teams, this is the single strongest argument for the Copilot license.

Meeting Intelligence

Real-time transcription: Copilot transcribes meetings as they happen. Transcription must be
enabled (check with IT if it's off by default in your org). Without transcription, most Copilot

features for meetings don't work.

During-meeting Q&A: Ask Copilot questions while the meeting is in progress. "What action
items have been discussed?" "Where do we disagree?" "Summarize the last 5 minutes."
Each licensed user's prompts are private: other attendees can't see what you're asking

Copilot.

Late-joiner catch-up: If you join a meeting 5+ minutes late, Copilot offers to summarize what
you missed. For L&D managers juggling back-to-back stakeholder meetings, this is

essential.

Intelligent Recap: After the meeting, Copilot generates a summary with Al-identified key
points, decisions, action items, and color-coded recording chapters by topic. Audio Recap
(Teams Premium) provides a listenable summary for asynchronous follow-up.

The Facilitator Agent: Copilot for VILT

The Facilitator agent (GA since November 2025) is purpose-built for virtual instructor-led
training. It requires at least one meeting participant to hold an M365 Copilot license. What it

does during a live training session:

Feature What It Does

Agenda detection Reads agenda from invite, notes, or

chat

Live progress tracker
the agenda. Visible to all.

Real-time Al notes Generates notes that all participants

can co-author

Creates tasks from discussion.
Syncs to Planner.

Task creation

Participant nudges Nudges invited people when their
name comes up twice in

conversation

Shows where the session stands vs.

L&D Impact

Keeps training session on track

Creates accountability for covering
all learning objectives

Reduces post-session admin from
30-45 min to minutes

Captures competency confirmations
and action commitments

Ensures relevant stakeholders are
present for key discussions



Teams Premium vs. Standard for L&D

Feature M365 Copilot License Teams Premium ($7/user/mo)
Intelligent Recap (meetings) Included Not required

Intelligent Recap (webinars, town Not included Required

halls)

Facilitator agent Included Not required

Audio Recap Not included Required

Real-time interpreter (9 languages) Not included Required

Speaker analytics Not included Required

Custom branding Not included Required

Webinar transcript download Not included Required

For L&D teams delivering high-frequency VILT, webinars, or town halls, Teams Premium at
$7/user/month adds meaningful value, particularly Audio Recap, the Interpreter agent for
multilingual cohorts, and post-event analytics.

Welcome to Copilot Chat

Figure 12: Copilot in Teams during a meeting, showing real-time intelligence.

L&D Power Move

Before your next SME capture session, add a structured agenda to the Teams meeting invite
listing the specific topics and competencies to cover. The Facilitator agent will use this agenda
to track progress, generate notes organized by topic, and create tasks for follow-up. After the
session, use Copilot in Word to draft a facilitator guide from the meeting transcript by typing:
'/[Meeting Name] transcript. Draft a facilitator guide from this SME session.'



Part 15: The Agent Ecosystem: Every Prebuilt Agent and

How to Use Them

Microsoft provides a growing library of prebuilt agents, each designed for a specific task. Access
them via Agents > All Agents in Copilot Chat, or browse the Agent Store. Your IT admin controls

which agents are available in your tenant.

The Agent Store: Finding and Adding Agents

Navigate to Agents > All Agents in Copilot Chat to browse the Agent Store. You'll see agents
built by Microsoft, agents built by your organization, and popular third-party agents. Click Add to
install an agent into your Copilot experience. Once added, invoke any agent by typing

@AgentName in the chat prompt.
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Figure 29: The Agent Store. Browse, add, and manage agents from the All Agents view.

Prebuilt Microsoft Agents (March 2026)

Agent What It Does

Researcher Autonomous multi-source
research with citations.
Searches web + org data.

Analyst Data analysis with Python.
03-mini reasoning. Shows
code in real time.

Facilitator Teams meeting

management. Agenda

L&D Use Case

Industry benchmarking,
vendor comparison, needs
assessment.

Evaluation data analysis,
training ROI calculations,
statistical testing.

VILT session
management, SME

Example Prompts

1. "Research current best
practices for measuring
training transfer." 2.
"Compare the top 5 LMS
platforms for mid-size
organizations."

1. "Analyze
/evaluation_data.xIsx and
identify statistically
significant differences by
department." 2. "Build a
forecasting model for
training completion rates.

1. Add agenda to meeting
invite; Facilitator tracks



Surveys

Workflow

Prompt Coach

Idea Coach

Planner

Interpreter

Learning

tracking, notes, task
creation.

Creates and analyzes
surveys via Microsoft
Forms integration.

Creates automated
workflows via Power
Automate integration.

Helps write better
prompts. Analyzes and
improves prompt quality.

Structured brainstorming
with creative exercises
and idea organization.

Al-assisted project and
task management.
Creates plans from
descriptions.

Real-time speech-to-
speech translation in
Teams (9 languages).

Personalized Copilot tips,
skill recommendations,
LinkedIn Learning paths.

capture sessions,
stakeholder alignment.

Training evaluations,
needs assessments,
pre/post checks.

Auto-assign training, send
reminders, compile
completion reports.

Training prompt
engineering skills for your
L&D team.

Course design ideation,
program innovation,
format brainstorming.

Training rollout project
planning, curriculum
development timelines.

Multilingual training
delivery for global teams.

Self-directed learning for
L&D team members on
Copilot skills.

automatically. 2. Post-

meeting: "What action

items were assigned in
this session?"

1. "Create a post-training
evaluation survey
covering content quality,
instructor effectiveness,
and relevance to role." 2.
"Analyze results from our
Q1 evaluation survey and
identify the top 3
improvement areas."

1. "Create a workflow that
sends a Teams reminder
to managers when their
team has overdue
training." 2. "Build a flow
that compiles weekly
training completion stats
into an Excel report."

1. "Help me write a

prompt that will generate
Bloom's-aligned learning
objectives from an SME
brain dump." 2. "Analyze
this prompt and suggest
improvements: [paste your
prompt]"

1. "Help me brainstorm
creative formats for our
annual compliance
training beyond slide
decks." 2. "Guide me
through a structured
brainstorm for redesigning
our onboarding program
for remote hires."

1. "Create a project plan
for rolling out a new
leadership development
program by Q3. Include
milestones." 2. "Break
down the ADDIE phases
for our compliance course
redesign into weekly tasks
with owners."

1. Enable in Teams
meeting settings for
multilingual VILT
sessions. 2. "Translate
this facilitator guide into
Spanish for our LATAM
team."

1. "What Copilot skills
should | develop to
improve my instructional
design workflow?" 2.



"Recommend LinkedIn
Learning courses for
prompt engineering."

SharePoint Agents

SharePoint Page Agent — works with unstructured content on SharePoint sites: pages,
documents, and site content. It facilitates page creation, automates metadata, fixes stale
content, and ensures content is optimized for Copilot discovery. Minimal setup required.

@SharePoint Page Agent Review all pages in our L&D Training Library site. Identify any
pages that haven't been updated in the past 12 months. List them with their last-modified
dates and suggest which should be archived vs. updated.

@SharePoint Page Agent: Create a new page on our Compliance Training site for the 2026
Anti-Harassment Policy update. Include proper metadata tags: Content Type = Policy,
Audience = All Staff, Status = Active, Compliance Year = 2026.

SharePoint List Agent — creates, manages, and queries structured data in SharePoint Lists.
Describe the list you need in plain language, and Copilot generates the schema. As of March
2026, Lists can serve as knowledge sources for custom agents (one list per agent).

@SharePoint List Agent: Create a certification tracking list with columns: Employee Name,
Certification Name, Date Earned, Expiry Date, Status (Active/Expiring/Expired), and
Responsible Manager. Save to the L&D Operations SharePoint site.

@SharePoint List Agent: Query our Training Request list and show me all requests submitted
this month that are still in 'Pending Approval' status. Sort by date.

Workforce Insights Agent

The Workforce Insights agent analyzes organizational structure and composition for leaders. It
surfaces workforce demographics, reporting lines, and staffing patterns. Requires at least 50
paid Copilot licenses in the organization and is only available to designated organizational
leaders and their delegates. For L&D leaders, Workforce Insights helps identify training gaps by
department, analyze team composition to inform targeted development programs, and
understand organizational structure to support succession planning.

@Workforce Insights Show me the distribution of our customer-facing teams by region.
Identify any departments with more than 20% of staff with less than 1 year of tenure, as
these are our highest-priority onboarding and skills-development targets.

People Agent (Transitioning to Built-In)

The People Agent is being retired in March 2026. Its features (org chart, collaboration history,
skills discovery, profile cards) are moving into Copilot Chat as built-in experiences. You can
already ask Copilot about colleagues directly:

Who on our team has experience with Articulate Storyline? | need to find someone to help
with an eLearning project.

Show me the reporting structure for the Customer Success department.
Who are the managers | should contact about rolling out their team's Q3 training?



Part 16: Copilot in OneNote, Loop, and Notebooks

OneNote

Copilot in OneNote drafts notes, organizes information, creates lists, and summarizes meeting
notes. For L&D professionals who use OneNote as their working notebook (SME interview
notes, brainstorming sessions, research captures), Copilot transforms a collection of raw notes
into structured, actionable content. Practical L&D use: After a needs assessment interview, ask
Copilot to organize raw notes into categories (skills gaps, stakeholder priorities, resource
constraints, timeline). Then ask it to draft a needs assessment summary from the organized
notes.

Microsoft Loop

Loop is Microsoft's collaborative workspace, a real-time shared canvas with Copilot built in.
Think of it as a living document that multiple people edit simultaneously, with Al assistance
available throughout. For L&D teams, Loop is ideal for collaborative curriculum development,
course design sprints, and training planning sessions where multiple designers contribute
content.

Copilot Notebooks (Launching March 23, 2026)

Copilot Notebooks are persistent Al workspaces, a dedicated space to bring together chats,
files, pages, meeting notes, and links for focused work. Copilot analyzes everything in the
Notebook to find answers, identify themes, and draw insights across sources. The Frontier
Public launch on March 23, 2026, adds study guides, Mind Maps, SharePoint grounding
(Copilot can reason over content in linked SharePoint sites), and sharing to M365 Groups. For
L&D teams building complex training programs that draw from multiple sources, Notebooks
provide a centralized workspace where all source material and Al analysis live together.

Summary

Get the main points

Provide a detailed explanation of [topic] in this
notebook

Key Insights
Draft an abstract with 5 citations listed from my
References

Describe common themes in my notebook

Figure 13: Copilot Notebooks bringing together multiple sources for focused Al-assisted work.



Example Prompts for OneNote and Notebooks

Organize my notes from last week's SME interviews into categories: skills gaps identified,
stakeholder priorities, resource constraints, and recommended timeline. Then draft a one-page
needs assessment summary from these organized notes. Review all the content in this
Notebook. Identify the three most important themes across all sources. Create a summary table:
Theme | Key Evidence | Implication for Training Design | Recommended Action.

— Try This Now
Open OneNote and find a page with raw notes from any recent meeting or interview. Click

the Copilot button and type: 'Organize these notes into a structured summary with clear
categories and action items.' Compare the organized output to your raw notes. This is the
OneNote Copilot workflow: raw capture first, Al-organized structure second.

Copilot Agents: Researcher, Analyst, and Custom Builds

@ Researcher

Figure: The Researcher agent autonomously searching web and org sources with citations.
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Copilot Agents are specialized Al assistants that go beyond general chat. They're purpose-built
for specific tasks and can access specific data sources. Microsoft is rolling out two prebuilt
agents (Researcher and Analyst) in April 2026, and organizations can build custom agents
through Copilot Studio (covered in Part 15). Researcher Agent (Rolling out April 2026)
Researcher conducts autonomous multi-source research across web content and organizational
data via Microsoft Graph connectors. It uses third-party data through connectors and produces
multi-page cited reports. For L&D teams, this is the tool for industry benchmarking, vendor
comparisons, regulatory research, and needs assessments that require external data. Compare
this to Gemini's Deep Research or Claude's extended thinking: Researcher combines web
research with grounding in your organization's SharePoint content. It can cross-reference
external industry benchmarks with your internal training effectiveness data. Analyst Agent
(Rolling out April 2026) Analyst thinks like a data scientist. Built on the 03-mini reasoning model,
it runs Python for complex data queries, with chain-of-thought reasoning and code visibility (you
can see the generated Python code in real time). For L&D teams with significant evaluation
data, Analyst can perform statistical analysis, build forecasting models, and create advanced
visualizations that exceed standard Excel capabilities.

How Copilot Agents Differ from GPTs, Gems, and Skills

Feature ChatGPT GPTs Gemini Gems Claude Skills Copilot Agents

Org data access No Google Workspace Local files Microsoft Graph (full
org)

Permission trimming  No Limited No Yes (automatic)

Sensitivity labels No No No Yes (inherited)

DLP enforcement No No No Yes

Publish to team No No No Yes (Teams)

channel

No-code builder GPT Builder Gem-labs Skill files Copilot Studio



L&D Power Move

When Researcher and Analyst agents become available in your tenant (April 2026), test them
with this sequence: (1) Use Researcher to produce a cited report on 'Current best practices for
measuring training transfer (Kirkpatrick Level 3) in hybrid work environments.' (2) Use Analyst to
analyze your organization's most recent training evaluation data against the benchmarks
Researcher found. This two-agent workflow produces an evidence-based gap analysis that
would take days to compile manually.



Part 17: Copilot Studio: Building L&D Agents

Copilot Studio is where we move from using Al to building with it. It's a low-code/no-code
platform for creating custom Al agents that access specific data sources, follow specific
instructions, and deploy to Teams channels where our learners and stakeholders already work.
Non-technical L&D professionals can build agents. That's not marketing language; the interface
is designed for people who don't write code.

Licensing

Basic Copilot Studio access is included with the M365 Copilot license for internal use. A
standalone license is required for external-facing agents or advanced features. M365 Copilot-
licensed users don't consume Studio credits for standard agent interactions, so prioritize
assigning Copilot licenses to the power users who will interact with custom agents most
frequently.

L&D Agent Examples

Agent What It Does Knowledge Source Deploy To

Onboarding Assistant Answers new hire SharePoint HR knowledge Teams channel for new
questions about benefits, base hires
policies, first-week
logistics

Compliance Q&A Bot Answers policy questions  SharePoint policy library Teams org-wide or
with citations to source department channel
documents

Training Recommender Suggests courses based SharePoint course catalog  Copilot Chat or Teams
on role, skills gap, career + competency model
goals

Evaluation Bot Collects post-training Forms responses via Teams after training
feedback and routes to Power Automate sessions

instructional designers

Building Your First Agent: The 30-Minute Path

Go to copilotstudio.microsoft.com and sign in with your work account. 2. Click "Create" and
select "New agent." 3. Describe the agent in plain language: "An onboarding assistant that
answers new hire questions about company policies, benefits, and first-week logistics." 4.
Add knowledge sources: point to your SharePoint site with HR/onboarding documents. 5.
Configure conversation starters (common questions the agent should handle). 6. Test in the
built-in chat panel. 7. Publish to a Teams channel.



Credit Consumption (Cost Awareness)

Activity Credits Per Use Cost Signal

Classic answer (pre-authored) 1 Low. Use for FAQs.

Generative answer (Al-generated) 2 Standard for most interactions.

Agent action (API call, connector) 5 Moderate. Minimize unnecessary
connectors.

Tenant Graph grounding 10 High. Use selectively for org-specific
context.

Agent flow actions (per 100 Power 13 High for complex automations.

Automate)

Autonomous trigger (agent self- 25 Most expensive. Critical workflows

triggers) only.

ﬁ @) Ridgeline Health Onboarding Guide (3 Overview Krowiedge Tooks Agents Topies  Actwty  Heshiation  Ansiybics  Crannels Q Publish Settings i

gefine Health employees. Answers questions sbout HR polices, benefits enro

Hello, I'm Ridgeline Heaith Onboarding Guide. How can | help?
Ridgeline Health Onboarding Guide plote
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What training do | need to complete in my first 30 days?

gotting you

t for Ridgeline Health. Your role is to help new employees navigate their first 30.50 days.

g and compliance courses, benefits envollment, IT setup and software access, ¢

Knowledge

Add data, fles, and other resaurces o inform and improve Al-generated responses

Web Search

Enable your

© A-generated content may be incorect.Let us know the quabty of the Al content and Al suggestions based on your prompt

Figure 14: Copilot Studio agent builder (left: configuration with Claude Opus 4.6 selected) and live test conversation (right:
new hire onboarding Q&A response).
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Part 18: Power Automate + Copilot: Automating L&D

Workflows
Power Automate is Microsoft's workflow automation tool. Copilot integration means we can
describe automations in plain language, and Power Automate builds the flow. For L&D teams

drowning in repetitive administrative work (training reminders, completion tracking, reporting,
evaluation distribution), this is where real-time savings happen.

L&D Automation Examples

Workflow Trigger Action L&D Impact

Auto-assign training by HR updates role in Enroll in required courses  Eliminates manual

role change Workday/SAP via LMS API enroliment for role

transitions

Overdue course Weekly schedule trigger Check LMS completion Reduces compliance gap

reminders data, send Teams/email without manual follow-up
reminders

Weekly completion report  Friday 4pm schedule Pull LMS data, format in Automated stakeholder
Excel, email to managers reporting

Post-training evaluation Meeting ends in Teams Send Forms survey linkto  Automated L1 evaluation
attendees collection

Certification expiry alerts Monthly schedule trigger Check expiry dates in Proactive compliance
SharePoint list, alert management

employee + manager

To build any of these: go to make.powerautomate.com, click "Create," and describe the
workflow in plain language. Copilot generates the flow structure. You'll still need to configure
specific connectors (your LMS, SharePoint lists, email distribution groups), but the logic is built
for you.

i Beginner Note

Start with the simplest automation first: the post-training evaluation. When a Teams
meeting ends, automatically send a Forms survey link to attendees. This takes about 15
minutes to set up, requires no external connectors, and demonstrates immediate value.
Build from there.

Copilot prompt:
"When a Teams meeting ends, send a training evaluation survey and log attendees to SharePoint.”

Suggested flow

Power Automate flow generated by Copilot for L&D workflow automation



Part 19: Microsoft Forms + Copilot: Assessments and

Evaluations

Microsoft Forms with Copilot generates surveys, quizzes, and knowledge checks from natural

language descriptions.

M & sunveys

(@ ComPliance Training Evaluation Form

Survay Highlights:

Microsoft Forms Surveys agent generating a compliance training evaluation with Likert, NPS, and open-text questions

For L&D teams that build training needs assessments, post-course evaluations, pre/post
knowledge checks, and compliance quizzes, this streamlines what's traditionally a tedious

manual process.

L&D Use Cases

Use Case Prompt Example

"Create a 15-question survey for
managers to assess their team's
skill gaps across communication,
technical, and leadership
competencies"”

Training Needs Assessment

"Create a course evaluation form
covering content quality, instructor
effectiveness, relevance, and
knowledge retained"

Post-Course Evaluation (Kirkpatrick
L1-L2)

"Create a 10-question quiz on
workplace safety procedures from
/Safety Manual.pdf with multiple
choice and true/false"

Knowledge Check

"Create identical pre and post
assessments measuring knowledge
of conflict resolution techniques"

Pre/Post Assessment

Output

Likert scales, ranking questions,
open-text

Rating scales, NPS question, open
feedback

Auto-graded quiz with answer key

Matched question sets for learning
gain measurement



The workflow that saves the most time: generate the form with Copilot in Forms, collect
responses, then open the responses in Excel and use Copilot in Excel to analyze the results.

"Categorize the open-text feedback into themes" or "Compare pre and post assessment scores
by department" become single-prompt operations.



Part 20: Power Bl + Copilot: Training Analytics

Power Bl with Copilot enables natural language Q&A over training data. Instead of writing DAX
formulas or building complex visualizations manually, ask in plain English: "Which courses have
the lowest completion rates?" "What's the correlation between assessment score and time-in-
module?" "Show me training ROI by department for Q4." For L&D teams that import LMS data
(completion rates, assessment scores, time-on-task), Copilot in Power Bl is the analysis layer. It
doesn't replace Power Bl's complexity, but it makes the first 80% of analysis accessible to
people who don't know DAX. Note: Power Bl Pro is included with M365 E5 licenses. E3 and
Business plans require a separate Power Bl Pro license ($10/user/month) or Power Bl Premium
capacity.



Part 21: The Viva Suite (Learning, Insights, Engage)

Microsoft Viva is the employee experience platform inside Microsoft 365. Three Viva modules
are directly relevant to L&D work with Copilot.

Viva Learning

Viva Learning aggregates learning content from multiple sources (your LMS, LinkedIn Learning,
third-party providers, and SharePoint-hosted content) into a single interface inside Teams.
Copilot Academy, a feature within Viva Learning, provides Al skills training courses. Copilot can
surface personalized learning recommendations based on role and activity patterns. For L&D
teams: Viva Learning is the distribution channel that puts our training content where people
already work (Teams), rather than requiring them to log into a separate LMS. The Copilot
integration means employees can ask "What training should | take to develop my presentation
skills?" and get recommendations grounded in our actual course catalog.

Viva Insights (Copilot Dashboard)

The Copilot Dashboard within Viva Insights is the measurement tool for Copilot adoption. It
shows active users, prompt frequency, feature adoption by app (Word, Excel, Teams, etc.), and
engagement trends. This is the data we need for the business case: "Here's how our L&D team
is using Copilot and the time savings we're seeing." Requires: Viva Insights license and admin
access to the Copilot Dashboard. Ask IT to enable this before your Copilot pilot starts, not after.

H o nsights

Personal insights

Recommended for you
Find ways to focus on your wellbeing and using your time efficiently.

g%

Send praise to colleagues
*@LecO
Show gratitude for peers who went above and beyond at work

no-
Send praise Al ps Set daily focus plan

(G [

Figure 25: Copilot Dashboard in Viva Insights showing adoption and usage metrics.

Viva Engage

Viva Engage (formerly Yammer) is the social layer for learning communities, mentoring
programs, and peer-to-peer knowledge sharing. Copilot assists with community management
and content generation for community posts. For L&D teams building communities of practice or
alumni networks for training programs, Viva Engage provides the social learning infrastructure.



Part 22: SharePoint Architecture for Copilot Grounding

This is the most important infrastructure section in the entire guide. Copilot's value is directly
proportional to the quality of our SharePoint content organization. Poorly structured SharePoint
produces poor Copilot responses. Well-structured SharePoint produces grounded, accurate,
useful responses. There's no shortcut.

How the Semantic Index Works

Microsoft 365 Copilot uses a semantic index that maps organizational data into vector
representations, capturing meaning and context, not just keywords. The index allows Copilot to
match "quarterly performance review" to "Q3 evaluation cycle" even without exact keyword
overlap. It builds automatically once a Copilot license is assigned to at least one user. Three
principles govern what Copilot can see: (1) Permission trimming: Copilot only surfaces content
users already have access to. (2) Role-based access control mirrors existing Graph
permissions. (3) Personalization: results are influenced by collaboration patterns and recent
activity. I[SharePoint document library with L&D metadata columns applied for Copilot
grounding](screenshots/fig_sharepoint_metadata.png)

Recommended Metadata Schema for L&D Content

As of November 2025, Copilot can reason over SharePoint metadata, not just text content.
Metadata fields become part of Copilot's grounding context, enabling it to filter by audience,
compliance year, or content type without those terms appearing in the document itself. The
Knowledge Agent (GA early 2026) automates metadata suggestions, reducing the manual
tagging effort.

Field Example Values Purpose

Content Type Course, Assessment, Facilitator Type-specific filtering
Guide, Job Aid, Policy, SOP

Audience All Staff, Managers, Sales, Controls who Copilot surfaces
Technical, Compliance, Leadership  content to

Compliance Year 2023, 2024, 2025, 2026 Lifecycle and retirement decisions

Status Active, Under Review, Archived, Prevents stale content from
Retired grounding responses

Review Date Date field Triggers lifecycle management

workflows
SME People field Attribution and SME lookup
Learning Objectives Text field Enriches semantic matching

Preventing Stale Content Grounding

A training module from 2019 that's technically still accessible will be surfaced by Copilot if a user
asks about that topic, with no indication that the content is outdated. This is one of the highest-
impact operational decisions for L&D teams deploying Copilot. Practical controls: (1) Use a
Status metadata field with controlled vocabulary (Active / Under Review / Archived / Retired). (2)
SharePoint Advanced Management (SAM, included with Copilot license for E3+ users) provides
data access governance reports. (3) Restricted Content Discoverability (RCD) policy prevents
specific sites from appearing in Copilot results without revoking access. (4) Set retention



policies through Microsoft Purview. (5) Audit sites with no activity in 12-24 months and archive
or delete.

L&D Power Move

Before deploying Copilot, spend one afternoon auditing your SharePoint L&D content. Archive
anything outdated. Add Status metadata (Active/Archived) to every document library. This single
action dramatically improves Copilot's response quality because it stops surfacing stale content.
The Knowledge Agent can help automate metadata tagging for existing content, so you don't
have to tag hundreds of files manually.



Part 23: Microsoft Designer and Visual Content Creation

Microsoft Designer is Copilot's visual creation tool, powered by DALL-E 3. It generates images,
social graphics, training posters, and branded visuals from text prompts. It's accessible as a
standalone web app (designer.microsoft.com) and as an integrated feature in PowerPoint and
other M365 apps. For L&D teams: Designer is adequate for quick visual assets (course covers,
internal communications graphics, presentation images) but does not match the quality of
Gemini's Nano Banana 2 for text rendering in images or ChatGPT's GPT-Image-1 for
photorealistic generation. Use Designer when you need something fast and on-brand. Use
alternatives when visual quality is critical.

Example Prompt

Create a professional header image for an internal training announcement about our new
leadership development program. Style: modern corporate, teal and navy color palette. Include
an abstract illustration of people collaborating. Landscape orientation, 16:9 aspect ratio.

P Microsoft Designer ~ Creste with Al v .
@ IS
<. What do you want to design? Ll
= 9_,_\ Wedding
== ﬁ § ==

G Y ™

£ Create custom images for any project

(5 Design personalized avatars

= . . ,
ekl dss. . TN \SS7 PG

Figure 23: Microsoft Designer generating a training-related visual from a text prompt.



Part 24: Connecting Copilot to Third-Party Platforms

Copilot isn't limited to Microsoft data. Through Microsoft Graph Connectors, Federated
Connectors (MCP), and Copilot Studio custom connectors, Copilot can reach into Jira,
Confluence, Asana, Monday.com, ServiceNow, Salesforce, and 100+ other platforms. If your
L&D team tracks projects in Jira, stores documentation in Confluence, or manages tasks in
Asana, Copilot can query all of it.

How Connectors Work: Two Models

Type

Synced (Graph
Connector)

Federated (MCP)

How It Works

Ingests and indexes
external content into
Microsoft Graph

Retrieves content in real
time. No data copied.

Pre-Built Platform Connectors

Platform
Jira Cloud

Confluence

Asana

Monday.com

ServiceNow

Salesforce

Notion

HubSpot

Connector Type
Synced (Graph)

Synced (Graph)

Synced (Graph)

MCP Agent (Federated)

Synced (Graph) x3
connectors

Synced (Graph) + Custom
MCP

Federated (Public
Preview)

Federated (Public
Preview)

Data Storage

Indexed copy stored in
Microsoft 365

Nothing stored in
Microsoft 365

What You Can Do

Search/query issues,
sprints, project data

Search wiki pages, blog
posts, spaces

Search tasks, projects,
workspace data

Real-time query of boards,
items, groups. Zero setup.

Search KB articles,
tickets, catalog items

Search contacts,
opportunities, cases

Real-time search of
Notion pages and DBs

Real-time CRM and
marketing data

Best For

Fast search across large
content sets. Works
offline.

Real-time data. Sensitive
sources. Always current.

L&D Example

"Show me all open Jira
tickets tagged L&D or
Training from this sprint"

"Find our Confluence
page on the new hire
onboarding process and
summarize it"

"What Asana tasks are
assigned to the L&D team
that are overdue?"

"Show me the status of all
items on our Training
Development board"

"Find ServiceNow KB
articles about our LMS
troubleshooting”

"Pull customer training
requests from Salesforce
for Q2 planning”

"Search our Notion L&D
wiki for the curriculum
design process"

"Show recent HubSpot
contacts interested in our
training services"



Setting Up a Connector

Connectors are configured by IT admins in the Microsoft 365 admin center > Settings > Search
&

intelligence > Connectors. For most pre-built connectors, the process is: (1) Select the
connector from

the gallery, (2) Authenticate with the source platform, (3) Configure what content to index and
which users can access it, (4) Set the indexing schedule. Once configured, the data appears in
Copilot Search and Chat results.

Building Custom Connectors for Any Platform

If your L&D team uses a platform without a pre-built connector (such as a specialized LMS, an
internal knowledge base, or a custom assessment tool), you can build a custom connector in
Copilot Studio using REST API integration or custom MCP servers. As of 2026, MCP (Model
Context Protocol) is the recommended approach: it's reusable, governed, and supports
enterprise security features (VPN integration, DLP, multiple auth methods).

i Beginner Note

You don't need to set up connectors yourself. This is IT admin work. What you need to do:
(1) Identify which third-party platforms your L&D team uses that contain valuable data. (2)
Ask IT if a connector exists for that platform. (3) If it does, request it be enabled for your
team. (4) Once active, you can query that platform's data directly from Copilot Chat using
natural language. The connector is invisible to you; you just ask questions and Copilot
searches everything.




Part 25: Microsoft Stream, Whiteboard, Planner, and More

Beyond the core Office apps, several M365 services integrate with Copilot in ways that matter
for L&D work.

Microsoft Stream (Video)

Stream is Microsoft's video management platform. Copilot integration adds searchable
transcripts and chapter generation for training videos. Upload recorded training sessions, and
Copilot creates searchable text, chapter markers by topic, and summaries. For compliance
training libraries with hundreds of recorded sessions, this transforms findability.

Microsoft Whiteboard

Microsoft Whiteboard with Copilot assists with brainstorming and idea organization. For L&D
teams running design thinking sessions, needs assessment workshops, or curriculum planning
sprints, Copilot can generate ideas, organize sticky notes into themes, and suggest next steps.

Microsoft Planner

Planner with Copilot creates project plans, assigns tasks, and tracks progress from natural
language descriptions. For L&D teams managing course development projects, training rollouts,
or certification renewal cycles, Copilot in Planner automates project scaffolding. Describe the
project ("Create a plan for rolling out a new compliance training program by Q3"), and Copilot
generates tasks, timelines, and dependencies.

Microsoft Sway

Sway creates interactive web-based presentations. Copilot integration is limited, but Sway is
useful for creating course syllabi, interactive step-by-step guides, and engagement
announcements that look better than a standard email.

Microsoft Lists

Microsoft Lists (a very underutilized part of SharePoint) provides structured data tracking with
templates for certification tracking, course inventory, and skills matrices. Copilot can query
Microsoft Lists data. For L&D teams without a dedicated LMS for tracking, Lists + Copilot
provides a lightweight alternative.

Getting External Data Into the Microsoft Ecosystem

Copilot can only work with data it can see. For L&D teams whose critical data lives outside
Microsoft 365 (in an LMS, HRIS, or third-party tools), getting that data into the Microsoft
ecosystem is essential for Copilot to be useful.

Microsoft Graph Connectors

100+ pre-built connectors ingest data from external systems (Salesforce, ServiceNow, Jira, SAP
SuccessFactors, Workday) into Microsoft Graph where it's indexed for Copilot. Once connected,
Copilot can query this external data alongside native M365 content.



LMS Integration Patterns

LMS Integration Status Method

Cornerstone OnDemand GA: Native Copilot agent Microsoft Graph Connector
("Cornerstone for M365 Copilot")

SAP SuccessFactors Preview: Employee Self-Service Copilot Studio extension pack
agent extension

LinkedIn Learning GA: Native via Viva Learning Built-in M365 integration

Docebo Teams integration only. No Copilot Build custom agent via Copilot
agent. Studio API

Absorb, TalentLMS, Workday No native Graph connectors Power Automate flows, Power BI, or

Learning custom Copilot Studio agents

SCORM/xAPI Data Flow

There is no native SCORM or xAPI interpreter within Microsoft 365. SCORM/xAPI data remains
in the LMS's Learning Record Store. To bring this data into the Microsoft ecosystem for Copilot
analysis: export to CSV and import into Power Bl (most common), bridge xAPI statements to
Power Bl or Dataverse via Azure APl Management, or use Power Bl as the analysis layer where
Copilot can ask natural language questions about training completion and assessment data.



Part 26: Copilot on Mobile

Microsoft significantly expanded Copilot's mobile footprint in early 2026. The most valuable
mobile use cases for L&D professionals: post-SME-interview capture via voice input, email
catch-up during commutes, reviewing Teams meeting recaps between meetings, and quick
lookups in organizational content.

Feature Desktop Mobile

Copilot in Word (draft, rewrite, Full Limited (summarize and basic draft)

summarize)

Copilot in Excel (data analysis) Full Read-only viewing. Analysis not
available.

Copilot in PowerPoint Full Limited

Copilot in Outlook (email summary, Full Voice catch-up + basic draft (Jan

draft) 2026)

Copilot in Teams (meeting recap) Full View recap. Limited real-time
prompting.

Copilot Chat (BizChat) Full Full via M365 app

Voice input Full Full, with memory (Jan 2026)

Copilot Vision (camera) No Yes (i0S/Android, June 2025)

Recent mobile releases: February 2026 added Copilot mobile widgets for iOS/Android home
and lock screens. January 2026 added Outlook mobile voice catch-up (summarize unread
emails hands-free) and voice chats that reference stored user memories for contextual
responses.

Voice Chat Interface Conversation Transcript

3:32¢ . ol B Work Web

< Authenticator

Secure Al voice chat Sure, here you go:

Voice conversations are protected by

enterprise-grade security, privacy, and "Following our recent compliance review, it's

Somelnos. clear that our Wyoming locations—Cheyenne,
Laramie, and Casper—are falling behind on
training compliance and need immediate
attention. St. George in Utah and Twin Falls in
Idaho are also at risk. We should escalate these
to leadership to ensure we meet the compliance
deadline."

Feel free to adjust the tone or details if needed!

Thank you, show on screen.

You're welcome! Displaying that now.

Voice chat ended
Responding How was your voice chat?

Message Copilot

+

Figure 22: Copilot on mobile, showing the M365 Copilot app interface.



Part 27: Prompting Best Practices for Copilot

Prompting Copilot is different from prompting ChatGPT, Claude, or Gemini. The core difference:
Copilot's strength is referencing organizational data, so the best prompts point Copilot at
specific files rather than trying to provide all the context ourselves. Writing a long, detailed
prompt with context packed in (as we might for Claude or ChatGPT) often yields mediocre
results. Using "/" to reference 3-5 source files with a shorter, more focused instruction produces
dramatically better output.

The GCES Framework

Structure every Copilot prompt in this order.

Prompt Quality: Before & After

Help me with training "Review /meridian-ld-report-2026.xIsx and identify
the three locations with the lowest Q2 completion

rates. For each, suggest one targeted intervention
e Copilot based on the data."
Sure! I'd be happy to help with training. e Copilot
Here are some general tips: Based on meridian-ld-report-2026.xlsx:
* Set clear learning objectives Three lowest completion locations:
* Use a variety of delivery methods 1. Casper, WY — 58% complete
* Provide regular feedback - Add 2 virtual makeup sessions (Teams)
* Measure outcomes with assessments Dana available for facilitation support.
* Align training to business goals 2. St. George, UT — 64% complete

- Reassign Module 5 to async format;

Is there a specific area of training -
scheduling conflicts driving drop-off.

you'd like to focus on?
3. Twin Falls, ID — 67% complete
- Manager nudge campaign + deadline
reminder via Viva Engage.

Why this doesn't work:

« No context — Copilot doesn't know your role,

Why this works:

« References a specific file with /

team, content, or goal
+ No data reference — no files grounding the answer + Defines the exact task (3 locations, lowest rates)
+ Generic output — could apply to any situation » Asks for action, not Just Information
+ Requires 3-4 follow-up prompts to get useful info + One prompt — ready-to-use output

Before and after prompt comparison showing weak vs. strong Copilot prompting

This is adapted from Microsoft's own prompting guidance, refined through testing.

Step What to Include Example

G - Goal What do you want Copilot to do? Draft a facilitator guide

C - Context Background info, reference files with /SME Notes.docx and /Competency
" Framework.pdf

E - Expectations Format, length, tone, audience Professional tone. 15 pages. Target:

first-time managers.

S - Source Specific files or data to ground the / file references, SharePoint
response locations



The "/" File Reference: Copilot's Superpower

Type "/" in any Copilot prompt box to reference specific files, emails, or meetings by name. This
is Copilot's equivalent of Gemini's "@Google Drive" or Claude's folder selection. Up to 20 files
can be referenced in a single prompt. You can also reference entire folders (Copilot uses the 10
most recent files). If no files appear when you type "/": Check three things. (1) The file must be
in OneDrive or SharePoint, not just on your local desktop. (2) You must have accessed the file
recently. (3) You need the paid M365 Copilot add-on for org data grounding. Copilot Chat (free)
only supports file uploads, not "/" references.

I @ hewchat

Hi, what can | help you with?

~e- (I

App-Specific Prompting Tips

App
Word

Excel

PowerPoint

Teams

Outlook

Prompt Pattern

"Draft a [doc type] based on [/file].
Audience: [who]. Tone: [style]."

"Analyze [column/range]. Show me
[insight]. Create a [chart type]."

"Create [X] slides about [topic] using
[/file]. Audience: [who]."

"Summarize this meeting. What
were the [specific outputs]?"

"Summarize this thread. Draft a
reply that [action]. Tone: [style]."

Figure 15: The "/" file reference command showing recently accessed documents.

Example

Draft a job aid based on /CRM
Training Manual.docx. Audience:
frontline sales. Tone: direct, no
jargon.

Analyze column F satisfaction
scores. Show average by
department. Create a bar chart.

Create 15 slides about feedback
skills using /Facilitator Guide.
Audience: new managers.

Summarize this meeting. What
action items were assigned? Were
there disagreements?

Summarize this thread. Draft a reply
confirming the timeline and
assigning next steps.



Common Prompting Mistakes

Being too vague. "Help me with this document" produces generic output. Instead: "Rewrite
section 3 for a non-technical audience at an 8th-grade reading level."

Not specifying output format. Without format instructions, Copilot defaults to paragraphs.
Specify: table, bullet list, numbered steps, structured outline.

Not referencing files with "/". If we're not using "/", we're using an expensive ChatGPT. The
entire value proposition of Copilot is grounded in organizational data.

Asking Copilot to work with files it can't see. Files must be in OneDrive or SharePoint. Local
desktop files, files on USB drives, and files in non-Microsoft cloud storage are invisible to
Copilot.

Trusting output without verification. Copilot has a ~27% hallucination rate (varies by task and
grounding). Always verify for compliance with content, assessments, and regulatory
references. Every time.

4> L&D Power Move
Save your best prompts. Create a Word document in OneDrive called 'My L&D Prompt

Templates' with your most-used prompts organized by task type (facilitator guide,
assessment, evaluation analysis). When you start a new project, reference this template
with '/* and tell Copilot to follow the pattern. This turns a 30-minute prompt engineering
session into a 30-second file reference.




Part 28: Your First Copilot Session (Step by Step)

This is the hands-on section. Grab your laptop, sign in to microsoft365.com with your work
account, and follow along. I've designed five tasks that build on each other. Budget 30-45
minutes for the full session (not 20 minutes, as | originally estimated before realizing how much
time the Excel task takes with real data).

Task 1: Summarize Your Inbox (3 minutes)

Open Copilot Chat at microsoft365.com. Type: "Summarize my unread emails from this week.
Identify anything that needs a response and flag any mentions of training, L&D, or learning."

What to expect: A bulleted summary organized by sender or topic, with action items
highlighted. If you have a Copilot license, it reads your actual Outlook inbox. If you only have
Copilot Chat (free), it will tell you it can't access your email.

If it doesn't work: You may only have Copilot Chat without org data grounding. Try this instead:
upload a document using the attachment button, then ask Copilot to summarize it. That works
on all plans.

Task 2: Reference a File with '/ (3 minutes)

In Copilot Chat, type "/" and select any document you've recently worked on. Then type:
"Summarize the key points of this document in 5 bullets. Identify any gaps or areas that need
updating.”

What to expect: A structured summary grounded in the actual document content, with specific
references to sections. If the document is well-structured (clear headings, labeled sections), the
summary will be better.

If "/" shows no files, your documents may be on your local desktop rather than in OneDrive or
SharePoint. Move a file to OneDrive, wait a few minutes for indexing to complete, then try again.

Task 3: Draft in Word (10 minutes)

Open a new Word document. Click the Copilot button in the ribbon. Type: "Draft a 1-page job
aid for using Microsoft Teams effectively in virtual training sessions. Target audience: trainers
new to virtual delivery. Include: setup checklist, engagement tips, and troubleshooting steps."

What to expect: Copilot may ask clarifying questions about tone and structure (this is the
March 2026 agentic drafting behavior). The draft will be 1-2 pages, structurally sound but likely
generic in tone. Plan to iterate: select a paragraph, ask Copilot to "Rewrite this for a more
conversational tone." Expect 2-3 rounds of refinement to get publishable quality. Realistic time
estimate: 5 minutes for the first draft, 5 minutes for iterative refinement — versus 30-45 minutes
writing from scratch. The time savings are real but not as dramatic as marketing suggests.

Task 4: Analyze Data in Excel (10 minutes)

Open any Excel file with training data (evaluation scores, completion rates, survey results). If
you don't have one, create a quick 10-row spreadsheet with columns: Department, Program,
Satisfaction Score (1-5), Completion Rate (%). Click the Copilot button. Type: "What are the key
trends in this data? Create a chart showing the most important finding."

What to expect: Copilot will generate a chart and a text summary. The chart type may not be
what you'd choose (it often picks bar charts even when a line chart makes more sense). Ask
follow-up: "Show this as a line chart instead" or "Break this down by department.”



A Warning
will be unreliable. Spend 5 minutes cleaning the data first. This is the Excel Copilot reality
that marketing doesn't mention.

Task 5: Try Think Deeper (10 minutes)

Back in Copilot Chat, switch the mode to Think Deeper. Type: "I'm designing a training program
to improve manager feedback skills. The program is for 50 first-time managers in a
manufacturing company. Design a Kirkpatrick Level 3 evaluation strategy that measures
behavioral transfer 90 days post-training. Include specific metrics, data collection methods, and
a timeline."

What to expect: Think Deeper takes 10-30 seconds to respond (it's reasoning through the
problem). The output should be significantly more detailed and structured than Auto mode.
Compare: run the same prompt on Auto mode and note the quality difference. Think Deeper is
where Copilot closes the gap with Claude for complex analytical work.

Session Debrief

You completed five tasks demonstrating Copilot's core L&D value: inbox intelligence, file
grounding, document drafting, data analysis, and advanced reasoning. Track which tasks saved
you meaningful time. That data becomes your business case. If the '/" file reference and email
summarization saved time, the paid Copilot license is likely worth it for you. If you only found
value in Think Deeper mode, you might get similar results from ChatGPT or Claude at lower
cost.



Part 29: Real-World L&D Scenarios and Walkthroughs

These six scenarios map complete L&D workflows to Copilot tools. Each one chains multiple
Copilot features together the way we'd actually use them in production work. The estimated time
for each scenario is included because realistic expectations matter.

Scenario Copilot Workflow

Reference existing compliance
manual with /. Ask Word Copilot to
identify changed sections. Draft
updated training content for
changes only. Use Think Deeper for
regulatory analysis.

1. Compliance Training Update

2. Needs Assessment from Surveys  Import survey results into Excel.
Copilot categorizes open-text by
theme. Create pivot table by
department. Export to Word for the

needs assessment report.

Record SME interview in Teams
with Facilitator agent. Use recap to
extract key content. Reference
transcript in Word Copilot to draft
course outline.

3. SME Capture to Course Outline

Pull completion data into Excel.
Copilot trend analysis. PowerPoint
Copilot creates exec deck from
Excel data + Word summary. Add
speaker notes.

4, Training ROI Presentation

5. Onboarding Agent Build Build Copilot Studio agent grounded
in SharePoint onboarding site. Test
with common new hire questions.

Publish to Teams channel. Measure

deflection.

Create form in Forms with Copilot.
Power Automate sends after each
Teams session. Responses route to
Excel. Copilot analyzes. Monthly
report generated in Word.

6. Evaluation Pipeline

Time Estimate

2-4 hours (vs. 1-2 days manual)

1-2 hours (vs. 4-6 hours manual)

30-60 min post-meeting (vs. 2-3
hours)

2-3 hours (vs. full day manual)

30-60 min initial build + 1 hour
testing

2-3 hours initial setup. 15 min/month
ongoing.



Part 30: Quick Reference: Prompt Cheat Sheet

Copy these prompts directly into Copilot. Replace [bracketed text] with your specifics. All
prompts use the GCES framework.

Task

Draft facilitator guide

Analyze evaluations

Create presentation

Summarize email thread

Meeting recap

Research benchmarks

Write assessment

Gap analysis

App
Word

Excel

PPT

Outlook

Teams

Chat (Deep Research)

Word / Forms

Chat (Think Deeper)

Prompt

Draft a facilitator guide for [topic]
based on /[file]. Audience: [who].
Include timed agenda, activities,
and discussion questions.

Analyze the evaluation scores in
this spreadsheet. Show average by
[grouping]. Highlight anything below
[threshold]. Create a chart.

Create [X] slides about [topic] using
/[Word doc]. Audience: [who].
Include speaker notes.

Summarize this thread. What
decisions were made? What action
items are open? Draft a reply
assigning next steps.

What were the key decisions? List
action items with owners. Were
there unresolved disagreements?

Research current best practices for
[L&D topic]. Include industry
benchmarks, named case studies,
and recommendations. Cite all
sources.

Create [X] multiple-choice questions
on [topic] from /[source doc]. Mix
Bloom's levels: 40% recall, 40%
application, 20% analysis.

Analyze /[evaluation data] against
/[competency framework]. |dentify
the top 5 skill gaps by department.
Recommend targeted interventions.



Part 31: Content Quality Assurance for Copilot Output

This section doesn't exist in most Copilot guides, but it should. With a documented ~27%
hallucination rate (Microsoft Al research, 2025; varies by content type and grounding), Copilot-
generated training content requires systematic quality review before publication. The stakes for
L&D are higher than for general business use: a hallucinated compliance requirement creates
liability, a fabricated statistic in a training deck undermines credibility, and an incorrect
assessment answer trains the wrong behavior. ### The L&D Content Review Checklist

Check What to Verify Risk If Missed

Factual accuracy Every statistic, date, regulation Compliance liability. Credibility loss.
number, and policy reference
against source documents

Assessment answers Every correct answer AND every Teaching incorrect information.
distractor. Copilot fabricates
plausible-sounding wrong answers.

Regulatory currency All regulatory references are current  Training on outdated requirements.
version. Copilot may cite
superseded regulations.

Audience alignment Reading level, terminology, and Content too complex or too simple
examples match the target for learners.
audience. Copilot defaults to
generic professional tone.

Bias and inclusion Scenario characters, examples, and  Exclusionary content. HR
language reflect workforce diversity. complaints.
Copilot reflects training data biases.

Source attribution All claims trace to identifiable Unverifiable claims in published
sources. Remove any claims training.
Copilot generated without
grounding.

When to Trust Copilot (and When Not To)

Generally trustworthy: Document structure and formatting, summarizing content you provide
via "/" references, reorganizing existing content, generating discussion questions from source
material, creating agendas and checklists, email drafts, and summaries.

Verify before using: Statistics and metrics (Copilot fabricates numbers in PowerPoint),
assessment questions (check every distractor), dates and timelines, regulatory citations, cross-
references between documents, and any content for compliance or legal training.

Don't trust at all: Unsourced claims about regulations, industry standards, or best practices. If
Copilot says "Research shows..." or "Industry best practice is...", without a "/" file reference to
ground it, verify independently. These are the highest-risk hallucinations.

4 The SME Review Rule

Any Copilot-generated content for compliance training, safety training, or high-stakes
assessment must have SME review and sign-off before publication. This isn't optional.
Copilot is a first-draft tool for these content types, not a final-draft tool. Build SME review
into your workflow timeline: budget 2-3 days for compliance content review, even when
Copilot generates the first draft in 30 minutes. ### Copilot as Your QA Assistant




You can use Copilot itself to catch quality issues. Before publishing any Copilot-generated
training content, run these verification prompts:

Review the document | just created. Identify any claims that are not grounded in the source
files | referenced. Flag any statistics, dates, or regulatory citations that need independent
verification.

Check this assessment for quality: Are any distractor answers ambiguous or potentially
correct? Are the questions distributed across Bloom's taxonomy levels? Flag any questions
that test recall only.

— Try This Now

Take any Copilot-generated training content you've created (or create a quick draft now).
Copy it into a new Copilot Chat prompt and ask: 'Review this training content for factual
accuracy, audience appropriateness, and potential bias. Identify the top 3 things | should
verify before publishing.' Use Copilot to check Copilot. It's not perfect, but it catches obvious
issues faster than manual review alone.




Part 32: Accessibility and WCAG Compliance

By April 24, 2026, all public digital materials must meet WCAG 2.1 AA standards under the

updated DOJ Title Il ADA rule. For L&D teams creating web-delivered training, this is a hard
deadline. Copilot can help with accessibility, but it doesn't guarantee it. Here's what it does,
what it misses, and what we need to check manually.

What Copilot Does for Accessibility

Al-powered alt text generation: Copilot generates richer image descriptions than previous
boilerplate alt text. Useful for training materials with images. But it may misinterpret complex
infographics, process diagrams, or data visualizations. Always review.

Plain language rewriting: Ask Copilot to rewrite content at a specific reading level ("Rewrite
this for 8th-grade Flesch-Kincaid"). Copilot doesn't default to plain language, so you must
explicitly prompt for it.

Meeting accessibility: Intelligent Recap in Teams reduces cognitive load for users with
attention or processing differences. Captions are available in 10 languages (Teams
Premium) or 6 languages (standard).

What Copilot Misses (Check Manuall

Issue What to Check WCAG Criterion

Color contrast in PPT slides Copilot does not audit color contrast  1.4.3 Contrast (Minimum)
ratios. Check all text against
backgrounds.

Heading hierarchy in Word docs Copilot-generated docs may skip 1.3.1 Info and Relationships

heading levels (H1 to H3). Screen
readers depend on proper

hierarchy.

Alt text accuracy Al-generated alt text may 1.1.1 Non-text Content
misidentify complex visuals. Review
every image.

Video captions Copilot does NOT generate 1.2.2 Captions (Prerecorded)

captions for training videos. Use
Stream or manual captioning.

Reading order in PPT Copilot-generated slides may have 1.3.2 Meaningful Sequence
incorrect reading order for screen
readers.

Link text Copilot may generate "click here" 2.4.4 Link Purpose (In Context)
links. Replace with descriptive link
text.

Known Copilot accessibility bug: Screen readers (Narrator) may stop reading Copilot's

Tone/Clarity coaching sections before the end, failing WCAG meaningful sequence rules. This
affects the Copilot interface itself, not the content you create with it.

Accessibility Prompts You Should Be Using
Rewrite this training document at an 8th-grade Flesch-Kincaid reading level. Simplify all
technical terminology. Keep sentences under 20 words. Replace jargon with plain language
equivalents.



* Generate descriptive alt text for the images in this document. Each description should convey
the information the image communicates, not just describe what the image looks like.
Target: someone using a screen reader should get the same information as someone

viewing the image.

— Try This Now

Open any Copilot-generated PowerPoint deck. Run the built-in Accessibility Checker

(Review > Check

Accessibility). Count the issues.
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PowerPoint Online — Accessibility tab + Check Accessibility — shows emors, warnings & tips L&D teams should fix

PowerPoint Accessibility Checker panel showing errors, warnings, and tips

Common ones: missing alt text, low contrast text, missing slide titles, and incorrect reading
order. This is the gap between Copilot's output and WCAG compliance. Plan 15-30 minutes of

accessibility cleanup per Copilot-generated deck.



Part 33: Security, Data Protection, and What L&D Teams
Must Know

The security reality of Copilot in March 2026 is serious enough that L&D teams handling
sensitive data need to understand it before deploying. This section covers what's protected,
what's been breached, and what we need to watch for.

Enterprise Data Protection (EDP)
When signed in with a work account, Enterprise Data Protection is automatic.

* Prompts and responses are NOT used for model training.

+ Data is NOT shared with OpenAl or Anthropic for training.
 Everything is encrypted at rest and in transit.

* All interactions are logged and auditable through Microsoft Purview.

Copilot Conversation Privacy: What Users Need to Know

Are conversations saved? Yes. By default, all Copilot conversations are saved for 18 months.
Users can view and access past conversations. Can my manager see what | asked Copilot? IT
admins with Microsoft Purview access can use Content Search or eDiscovery to view stored
conversation data, including prompts and responses. This is the same access level they have
for your email. Can | delete my history? Yes. Users can delete individual conversations or clear
their entire history at myaccount.microsoft.com. Note: even deleted conversations may be
discoverable by admins via Purview for compliance purposes.

Known Security Incidents (Be Honest About These)

Incident Date What Happened Status
CW1226324 (DLP Jan-Feb 2026 Copilot summarized Patched (Feb 2026)
Bypass) confidential emails despite

sensitivity labels and DLP
policies. Exposed HR,
legal, executive comms.

EcholLeak (CVE-2025- Dec 2025 Zero-click attack. Patched (Mar 11, 2026)
32711) Malicious text in

Word/PPT/email caused

data exfiltration without

user action. CVSS score:

9.3 (Critical).

Cross Prompt Injection Mar 2026 Attackers manipulated Mitigation in progress
Copilot email summaries
to display phishing content
appearing to come from
the system.

The Oversharing Problem

Over 15% of business-critical files are at risk from oversharing across typical M365
environments (Concentric Al). Gartner identified this as the #1 security risk for Copilot
deployments. The U.S. Congress banned staff from using Copilot, citing data security concerns.
L&D-specific risks: Salary data in broadly shared SharePoint sites. Draft evaluation reports



shared informally. SME content shared with 'anyone in the org' links. Certification exam answers
accessible to all staff. If someone in your org asks Copilot the right question, it will surface any
of this content that they have access to. What to do if Copilot surfaces something you shouldn't
see: Do not share, screenshot, or act on the information. Report it to IT or your security team.
This is a permissions issue, not a Copilot issue. The fix is SharePoint permission remediation.

A Warning

Before deploying Copilot with org data grounding: (1) Audit SharePoint permissions with
Purview Content Explorer. (2) Run SAM data access governance reports. (3) Apply
Restricted Content Discoverability policies to sensitive sites. (4) Set sensitivity labels on
confidential L&D content. (5) Remove stale external user access.
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Purview sensitivity label dropdown in Word Online showing label hierarchy from Public to Highly Confidential

This is not optional. The January 2026 DLP bypass bug proved that even properly configured
security controls can fail.



Part 34: From ChatGPT/Gemini/Claude to Copilot: Translation

Guide

The highest-performing L&D teams in 2026 use deliberate task routing — using the right tool for
the right job. If your organization provides access to multiple Al tools, Copilot handles workflow
integration and org-grounded work best, while other tools may produce higher-quality creative
first drafts. If Copilot is your only Al tool, Think Deeper mode, the Analyst agent, and Claude-
powered Copilot Studio agents bring comparable quality within the Microsoft ecosystem. No
single tool dominates all L&D task types, but Copilot is the only one that lives inside your

existing workflow.

Where Copilot Wins

Organizational data grounding (Microsoft Graph), meeting intelligence (Teams), email
management (Outlook), permission-trimmed access, sensitivity label inheritance, DLP
enforcement, and Copilot Studio agents published to Teams. Use Copilot for anything deeply

integrated into your existing M365 workflows.

Where Other Tools Win (and How to Bring That Back Into Copilot)

The following tasks are better handled outside Copilot — but the output should always flow back
into your M365 ecosystem via OneDrive or SharePoint, where Copilot can then ground future
work on it. This is the pipeline model covered in "Using Other Al Models to Make Copilot Better"

above.

Best Tool

Bring It Back to Copilot

Complex facilitator guide
first drafts

Creative scenario writing

Long doc analysis (100+
pages)

Citation-grounded
research

Video for training

Podcast-style learning
content

Claude Opus 4.6 or

Sonnet 4.6

Claude or ChatGPT

Gemini 3.1 Pro

Gemini NotebookLM

Gemini Veo 3.1

Gemini NotebookLM
Audio

More nuanced,
pedagogically
sophisticated, less clinical
than Copilot default

Better open-ended
creative output; less
formulaic

2M+ token context
window processes entire
libraries in one prompt

Every claim cites a
specific source document;
essential for compliance
content

Copilot has no video
generation

No Copilot equivalent

By...

Save to OneDrive —
reference with / in Copilot
for template alignment
and SME review workflow

Save to SharePoint —
Copilot Studio can use as
knowledge source for
coaching agents

Export summary to Word
— Copilot references with
/ for training content
decisions

Export to Word/PDF —
upload to SharePoint L&D
library — Copilot grounds
compliance agents on it

Upload finished video to
Microsoft Stream —
Copilot generates
searchable transcript and
chapter markers

Host audio file in
SharePoint or Stream;
Copilot can reference
transcript



Training poster images Gemini Nano Banana 2

with legible text

Autonomous local file Claude Cowork

creation and editing

Best text rendering in Al-
generated images; DALL-
E 3 renders text poorly

Creates and edits Word,
PPT, Excel files directly
on your local machine

Add to SharePoint media
library — pull into
PowerPoint via Copilot's
organization images
feature

Output saves locally —
move to OneDrive —
immediately referenceable

by Copilot

Multilingual Content Creation

Copilot supports 60+ languages for prompts and responses, including Chinese, French,
German, Spanish, Japanese, Korean, Portuguese, Russian, Arabic, and more. For global L&D
teams creating multilingual training content, Copilot can draft in supported languages with
quality comparable to English for most tasks. PowerPoint quality degrades noticeably in non-
English languages. Always have a native speaker review translated training content.

The Honest Recommendation

If your org is an M365 shop and all your content is in SharePoint/OneDrive/Teams: use Copilot
as your primary workflow tool. The Graph grounding is irreplaceable. Supplement with Claude
or ChatGPT for complex first drafts. If you have discretion, Claude Opus 4.6 produces the most
consistently nuanced L&D output. Copilot is strongest for anything integrated into your existing
document ecosystem. No single tool dominates all L&D tasks.

Using Other Al Models to Make Copilot Better

This is the section most Copilot guides miss entirely. The question isn't "Copilot or Claude?" It's
"how do | use Claude, ChatGPT, or Gemini to produce better inputs that Copilot then distributes,
refines, and integrates across my M365 workflow?" The two aren't in competition. They're a
pipeline. The core insight: Copilot's strength is organizational integration. Other tools' strength is
output quality. The combination — draft elsewhere, deploy through Copilot — gives us both.

Pattern 1: The Quality First-Draft Pipeline

Problem: Copilot's first-draft quality on complex instructional content is adequate but not
exceptional. Claude Opus 4.6 consistently produces more pedagogically sophisticated facilitator
guides, nuanced scenario writing, and richer case studies on the first pass.

Solution: Draft the hard stuff in Claude or ChatGPT. Save the output to OneDrive or
SharePoint. Then use Copilot to distribute it, reformat it for different audiences, schedule
stakeholder reviews, and integrate it with your existing training library — all without leaving the
Microsoft ecosystem.

The workflow:

Prompt Claude Opus 4.6 with your full instructional context: role, audience, Bloom's level,
competency framework, and any source document. Get the high-quality first draft.

Paste the output into a Word document and save to OneDrive.

In Copilot Chat, reference the new document with/alongside your existing / [competency
Framework] and /[Course Template].Ask Copilot to align the draft to your org's template,
tone guidelines, and existing training sequence.



Use Copilot in Outlook to notify SMEs for review with a structured agenda.
Use Copilot in Teams to run the SME review session with Facilitator agent notes.
The result: Claude's content quality + Copilot's org integration. Neither alone produces this.

Example prompt for Claude (step 1):

Write a facilitator guide for a 90-minute workshop on delivering difficult feedback.
Audience: first-time managers in a healthcare environment, with an average tenure of 8
months.

Learning objectives at Bloom's Application level: participants will demonstrate a
structured feedback conversation using the SBI model.

Include: a timed agenda, 2 role-play scenarios with debrief questions, a common pitfall
section, and a participant reference card. Tone: direct, no jargon, empathetic.

This is a first draft — prioritize substance over formatting.

Then in Copilot (step 3):

I've drafted a facilitator guide in /Feedback Workshop Draft.docx. Reference also
/[Org Template - Facilitator Guide] and /[Leadership Competency Framework]. Reformat
the draft to match our template structure. Align the learning objectives to our
competency taxonomy. Add our standard accessibility statement and SME sign-off block.
Preserve all scenario content exactly as written.

Pattern 2: Research-Then-Deploy with Gemini NotebookLM

Problem: Copilot's Deep Research mode performs well for general research, but Gemini
NotebookLM produces citation-grounded research in which every claim traces back to a specific
source document — the gold standard for compliance and regulatory training content.

Solution: Use NotebookLM for the research phase. Export the output. Deploy through Copilot.
The workflow:

e Upload your source documents (regulatory texts, policy updates, industry standards) to a
NotebookLM notebook. Ask it to produce a research summary with citations.

e Export the summary as a PDF or Word document.
e Upload to SharePoint in your L&D content library.

¢ In Copilot, reference the NotebookLM output alongside your existing training content:
"Compare /[NotebookLM Research Summary] with /[[Current Compliance Module]. Identify
all gaps. Draft an update brief."

e Use Copilot Studio to build a compliance Q&A agent grounded in the now-updated
SharePoint content.

The result: NotebookLM's citation rigor + Copilot's org-wide deployment. Your compliance
content is grounded in verified sources and delivered through a Teams-integrated agent that
your employees can access without leaving their workflow.

Pattern 3: Claude Models Inside Copilot Studio

This is the most underutilized capability in the Microsoft-Anthropic partnership. When building
agents in Copilot Studio, you can explicitly select which Al model powers your agent's
generative responses — including Claude Sonnet 4.6 and Claude Opus 4.6. This isn't
theoretical — we used Claude Opus 4.6 to build the Ridgeline Health onboarding agent in Part
17, and the quality difference from the default model is immediately apparent.



Why this matters for L&D: Copilot Studio agents powered by Claude models produce
demonstrably better responses for nuanced L&D interactions: conflict resolution scenarios,
feedback coaching, and career development conversations. Claude Sonnet 4.6 is the
recommended default for most L&D agents — it delivers the quality uplift without the latency
of Opus 4.6. Reserve Opus 4.6 for agents where response nuance is the primary success
metric (leadership coaching bots, sensitive HR scenario guidance).

Models available in Copilot Studio (March 2026):

Model Best For Notes

Claude Sonnet 4.6 Most agent workflows Recommended default. Best
balance of quality, speed, and cost
for L&D agents

Claude Sonnet 4.5 High-volume, lower-latency agents Strong quality, faster responses for
FAQ and lookup bots

Claude Opus 4.6 Maximum reasoning depth Best for complex coaching, nuanced
scenario guidance, multi-step
analysis

GPT Auto General-purpose fallback OpenAl's intelligent router; solid for
structured Q&A

GPT Reasoning Complex multi-step tasks OpenAl's reasoning model; use

when Sonnet 4.6 is unavailable

GPT 4.1 Legacy workflows only Being retired — migrate existing
agents off this model

How to select a model in Copilot Studio:

In the agent builder, navigate to Settings > Generative Al.
Under "Which Al model should power your agent?", select from the available options.

For new L&D agents: start with Claude Sonnet 4.6. It handles the full range of training,
coaching, and compliance Q&A tasks without the latency cost of Opus 4.6.

Switch to Claude Opus 4.6 only when your agent needs deep reasoning — extended scenario
analysis, nuanced feedback coaching, complex policy interpretation.

The agent still uses your SharePoint knowledge sources and Teams deployment — only the
response generation model changes.

When to use each model:

Use Claude Sonnet 4.6 as your default for onboarding agents, compliance Q&A bots, training
recommenders, and evaluation collectors. Move to Claude Opus 4.6 for leadership coaching
agents and complex feedback scenarios where response nuance directly affects learner
outcomes. Avoid GPT 4.1 for new builds — it's being retired and will require migration.

Pattern 4: The Parallel Draft Method

For high-stakes training content (executive leadership programs, compliance modules,
onboarding sequences), run the same prompt on both Copilot and Claude simultaneously.
Compare the outputs. Take the best structural elements from one and the best narrative
elements from the other. This takes 10 extra minutes and consistently produces better final
content than either tool alone. Practical process:

Write your prompt once using the GCES framework.
Run it in Copilot Chat with "/* file references to organizational context.



Run an equivalent prompt in Claude with the source content pasted directly.

Put both outputs in a Word document. Use Copilot to synthesize: "l have two draft versions of
this facilitator guide in this document. Identify the strongest elements of each and produce a
combined version that integrates the best structure from Version 1 and the best narrative
from Version 2."

Copilot becomes the synthesis layer, not just the drafting tool.

The Multi-Tool Stack for L&D Teams
For teams with access to multiple Al tools, here is the recommended task routing by content
type:

Content Type First Draft Research/Sources Distribution/Integration
Complex facilitator guide Claude NotebookLM (if Copilot (template,
Opus 4.6 citation-critical) SharePoint, SME
review)
Compliance module update Claude or NotebookLM with Copilot (DLP-protected,
Copilot regulatory docs sensitivity labels)
Think
Deeper
Training poster / visual Gemini N/A Copilot (add to
Nano SharePoint media
Banana 2 library)
Video-based training Gemini N/A Stream (upload,
Veo 3.1 transcript, chapters)
Evaluation analysis Copilot Copilot (org data) Copilot (Excel, Power
Analyst BI, Word report)
agent
SME capture — course outline Claude Copilot (Teams Copilot (Word, then

(transcript meeting transcript) ~ SharePoint)
processing)

Stakeholder comms Copilot N/A Copilot (email +
Outlook calendar)

Onboarding agent Claude SharePoint HR Teams channel (Copilot
Sonnet4.6  knowledge base Studio deploy)
in Copilot
Studio
(Opus 4.6
for
coaching
agents)

The pattern is consistent: use specialized tools where they're strongest, bring the output into the

Microsoft ecosystem through SharePoint or OneDrive, and let Copilot handle integration,
distribution, and organizational grounding from there.

4> L&D Power Move

The most powerful prompt in your toolkit isn't one you write for Copilot or Claude alone. It's
the handoff prompt: "I drafted this in Claude. It's saved at /[file]. Align it to our org's template
and competency framework, identify any gaps against our current course catalog, and draft
an SME review request with a structured agenda." That single prompt turns a Claude draft
into an org-ready training deliverable in one step — combining the best of both tools without
ever leaving your M365 workflow.




Part 35: Implementing Copilot for Your L&D Team

The 40% pilot stall rate for enterprise Copilot deployments is a direct mandate: apply the same
instructional design rigor to Copilot adoption that we apply to any other performance change.
One-time training doesn't work. A 60-day sustained engagement approach achieves 30%
Copilot usage, triple the 10% from one-off training sessions (Sharegate research).

The Four-Phase Framework

Phase Activities Key Metrics
1. Assess Readiness (Week 1-2) Digital maturity diagnostic. Current state documented. Baseline
Stakeholder mapping. Baseline established.

process metrics (cycle times). Al
literacy survey.

2. Design & Develop (Week 3-4) Role-specific prompt playbooks. Playbooks created. Champions
Champion ID (2-3% of team). identified. Policy approved.
Enablement hub in SharePoint.
Governance documentation.

3. Implement (Week 5-8) Training within 48 hours of license Active users. Prompt frequency.
activation (65% higher adoption). Champion engagement.
Dedicated Teams channel.
Champion peer support.

4. Sustain (Ongoing) Usage metrics in retrospectives. 30%+ sustained use. Cycle time
Monthly prompt-of-the-week. Viva reduction. Sentiment improvement.
Engage community. Recognize
milestones.

ROI Metrics That Matter (Beyond 'Number of Prompts')

Course development cycle time (target: 20-30% reduction). Time from SME interview to first
draft (target: days to hours). Compliance document review turnaround (measurable via
SharePoint version history). Team sentiment score (quarterly pulse). Content revision rate (Al
drafts requiring fewer than 2 major rounds of revision).

Addressing Resistance

"It will replace instructional designers": Address with data. Copilot reduces time on low-value
tasks; first-draft quality requires expert review. Position as augmenting capacity, not replacing
judgment. "The output isn't good enough": Largely true for default outputs. Resolve through
prompt engineering training, not dismissal of the concern. Validate the frustration. "l don't trust
Al for compliance": Legitimate concern. Establish governance policy specifying which content
types require SME sign-off. Build the review process, not the trust.



Part 36: Troubleshooting Common Copilot Issues

These are the problems I've encountered or seen reported most frequently. Starting with the

most common and working down.

Problem Likely Cause

"/" shows no files Files are on local desktop, not
OneDrive/SharePoint. Or: no paid

Copilot license.

Copilot not available in
Word/Excel/PPT

License not assigned, or using
Semi-Annual Enterprise Channel
(not supported).

"I don't have access to that
information"

File is in a SharePoint site you don't
have permission to access.

Meeting Copilot not working Transcription is disabled for your

org or meeting.

Think Deeper mode not appearing May not be rolled out to your tenant
yet. Or: using Copilot Chat (free),

not paid Copilot.

Excel Copilot gives wrong answers Messy data (merged cells, blank
rows, mixed types) or =COPILOT()

function unreliability.

PowerPoint output is low quality Vague prompt without template or

source file.

Copilot pane crashes with multiple
Office apps open

Known bug: competing WebView2
instances (Oct 2025).

Different results for the same
prompt

Al models are non-deterministic by
design. =COPILOT() is especially
inconsistent.

— Try This Now

Fix
Move files to OneDrive. Wait 5-10

min for indexing. Verify license with
IT.

Check license in admin center.
Switch to Current Channel.

Request access from site owner.
Copilot respects permissions.

Ask IT to enable transcription.
Toggle it on in meeting settings.

Check with IT about tenant rollout
status. Verify license.

Clean data first. Verify all outputs
manually. Use standard formulas for
critical work.

Load org template first. Use Word-
first workflow. Be extremely specific
in prompts.

Close other Office apps. Restart the
affected app. Check for updates.

Normal behavior. Run important
analysis 2-3 times and compare.
Don't rely on single runs.

Pick the problem you've encountered most often from the table above. Try the fix right now.
If '/* shows no files, move one document to OneDrive and wait 5 minutes, then try again. If
Copilot isn't in your Office apps, check Settings > Account to confirm your license. If Excel

gives wrong answers, clean one column

of data (remove blanks, standardize format) and re-run the same prompt. Troubleshooting

Copilot is 80% data hygiene and 20% license configuration.



Part 37: Tips, Limitations, and What's Next

The Honest Summary

Copilot faces a credibility crisis in March 2026: 3.3% paid adoption, paused forced rollouts, a
confirmed DLP bypass bug, and IT admins describing it as 'a glorified search.' The output
quality trails Claude and ChatGPT for creative work. PowerPoint and Excel are the weakest
implementations. The oversharing problem is real and endemic. And yet: for L&D teams locked
into the Microsoft ecosystem, nothing else comes close on integration. The Graph grounding,
meeting intelligence, permission trimming, sensitivity labels, and the ability to reference files
without uploading them is a workflow advantage that compounds over time. The question isn't
whether Copilot is the best Al. It's whether it's the best Al for where our work already lives. ##
What's Coming Next

Feature Expected Impact for L&D

Researcher & Analyst Agents April 2026 Autonomous benchmarking + data
analysis with org data

Copilot Notebooks Frontier Public March 23, 2026 Persistent Al workspace with Mind
Maps, SharePoint grounding

Copilot Cowork (Claude-powered) TBD Autonomous multi-step task
execution across M365 apps

Multi-agent orchestration Q2 2026 Agents delegate to other agents for
complex workflows

Agent Store Q2 2026 Marketplace for L&D-specific agents

April 15 paywall April 15, 2026 Free Copilot in Office apps requires
paid license

10 Tips for Getting the Most Out of Copilot

1. Always use "/" to reference files. It's the single most impactful habit.
2. Start with Copilot Chat (free) to build your use case before requesting the paid license.

Use Think Deeper for complex analysis. Same model as $200/month ChatGPT Pro, free in
Copilot.

Clean SharePoint before deploying. Stale content = bad Copilot responses.
Build prompt templates and save them in OneDrive for "/" reference.
Use the Facilitator agent for every Teams training session.

Verify every fact in compliance content. ~27% hallucination rate (varies by task and
grounding).

8. For complex instructional design first drafts, use Think Deeper mode in Copilot. If your
organization provides access to additional Al tools (Claude, ChatGPT), those can
supplement Copilot for high-complexity creative work.

9. Track time savings weekly. You need the data for the business case.
10. Join the Microsoft Copilot Champion Program for free training and community.

w
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Appendix A: Copy-Paste Prompt Library for L&D

Copy these prompts directly into Copilot. Replace [bracketed text] with your specifics.

Facilitator Guide from SME Notes

Draft a facilitator guide for a [duration] workshop on [topic]. Reference /[SME
notes] and /[competency framework]. Audience: [who]. Include: timed agenda,
learning objectives at Bloom's Application level, 3 interactive activities,
discussion questions, and participant handout outline. Tone: professional but
conversational. Do not exceed [X] pages.

Course Evaluation Analysis

Analyze the evaluation data in this spreadsheet. Calculate average scores by
[grouping]. Identify the 3 lowest-rated areas. Cross-reference with /[competency
framework]. Create a gap analysis table: Area | Average Score | Gap | Recommended
Intervention | Priority.

Compliance Update Summary

Compare /[current policy] with /[previous version]. Identify all changes. For
each: what changed, why it matters for [audience], what training content needs
updating. Output as a table sorted by impact.

Assessment Question Bank

Create [X] assessment questions from /[source document]. Distribution: 40%
recall, 40% application, 20% analysis. Multiple choice, 4 options, correct answer
marked, explanation for each distractor.

Meeting to Action Plan

Review the transcript from [meeting name]. Extract: (1) decisions made, (2)
action items with owners and deadlines, (3) unresolved issues, (4) next steps.
Format as a shareable action plan.

Training ROI Executive Summary

Analyze /[training data]. Calculate: total participants, completion rate, average
satisfaction, estimated time savings. Compare against /[budget]. Draft a 1-page
executive summary with 3 key metrics and 1 recommended improvement.

Onboarding Checklist

Create a [X]-week onboarding plan for a new [role] joining [department].
Reference /[onboarding policy] and /[role description]. Include weekly milestones
and responsible parties.



Appendix B: IT Admin Checklist for L&D-Optimized Copilot

Share this checklist with your IT team before or during Copilot deployment.

Item

Copilot licenses assigned
Semantic Index health
SharePoint permissions audit
Copilot in all Office apps
Web search policy

Anthropic models (Claude Sonnet
4.5/4.6, Opus 4.6 in Studio)
Copilot Studio

Teams transcription
Sensitivity labels

Copilot Dashboard

DLP policies

Retention policies

Action

Assign M365 Copilot licenses to
L&D team in admin center

Verify index is built and healthy for
SharePoint/Exchange

Run permissions report. Fix
oversharing before go-live.

Confirm Word, Excel, PPT, Teams,
Outlook, OneNote active

Enable or disable based on data
sensitivity needs

Enable (default) or disable based on
data residency

Enable for L&D team to build
custom agents

Enable meeting transcription org-
wide or per-policy

Configure in Microsoft Purview.
Label confidential content.

Enable in Viva Insights for usage
tracking

Configure for Copilot interactions in
Purview

Set for Copilot interaction data in
Purview

Impact on L&D

Required for org data grounding in
Office apps

Copilot understands meaning, not
just keywords

Prevents Copilot surfacing sensitive
L&D content

Full functionality across all L&D
workflows

Controls Bing grounding in
responses

EU Data Boundary does not cover
Anthropic

Onboarding bots, compliance Q&A
agents

Required for meeting Copilot
features

Primary defense against
oversharing via Copilot

Measures adoption and builds ROI
case

Blocks sensitive data in Copilot
responses

Compliance with training record
retention rules



Appendix C: Copilot vs. ChatGPT vs. Claude vs. Gemini

How to use this table: If you have access to only one tool, you're using Copilot. Use this table
to understand where to route specific tasks if your organization provides additional Al tools, and

to articulate Copilot's unique advantages to stakeholders.

Dimension

Best L&D use

Price (individual)

Price (20 users/yr)
Org data grounding

Meeting intelligence

Document creation

Image generation

Video generation

Audio/podcast

Custom agents

Enterprise data
protection

Hallucination rate

Context window

Languages

Copilot

M365 workflow
integration

$30/mo (+M365
base)

$7,200 (+M365)

Microsoft Graph —
native, no uploads

Teams native —
best in class

In-app: Word, PPT,
Excel — output
lands in the file

DALL-E 3 (adequate
for internal use)

None

None

Copilot Studio
(Teams deployment,
org data)

EDP + DLP +
sensitivity labels +
Purview (all plans)

~27% (varies by
grounding)

128K—400K tokens
60+

The decision rule for L&D teams:

ChatGPT

Creative first drafts
$20/mo
$6,000

File uploads /
connectors

None

Output — copy-
paste into app

GPT-Image-1 (best
photorealism)
Sora

None

Custom GPTs

Enterprise tier only

Similar to Copilot

128K—400K tokens
95+

Claude

Long-form writing &
nuanced content

$20/mo

$6,000
File uploads / MCP

None

Cowork:
creates/edits local
files directly

None native

None

None

Skills (local files)

Enterprise tier

Lower (Anthropic
benchmarks)

200K—-1M tokens
50+

Gemini

Multimodal creation

$19.99/mo

$4,800

Google Workspace

Google Meet
(limited)

Canvas + export

Nano Banana 2
(best text rendering)

Veo 3.1

Lyria 3 +
NotebookLM Audio

Gems (Google
Workspace)

Workspace
Business/Enterprise

~34%

1M-2.5M tokens
100+

e Use Copilot for anything that lives in your M365 environment (meetings, emails,
SharePoint documents, Teams channels).

e Use Claude when output quality on complex instructional content is the primary success
metric. Use Gemini when you need multimodal outputs (video, audio, long-document
analysis) or research with full source citation.

¢ Use ChatGPT when creative variety and GPT-Image-1 quality matter. The tools aren't
mutually exclusive — the best L&D teams use all of them with deliberate task routing
(see Part 34 for the full workflow patterns).



Appendix D: ROl Data and Business Case Builder

Use this data to build the business case for Copilot licensing. All figures are sourced from
Microsoft customer stories and third-party research. Note: Microsoft-commissioned studies
(Forrester, IDC) should be cited with that caveat.

Named Organization ROI Data

Organization Key Metric Source

Accenture 30 min/day reinvested per user. 10x  Microsoft FY25 Adoption Report
faster content discovery.

BCI (British Columbia Investment) 10-20% productivity gain for 84% of  Microsoft customer story
users. 2,300+ person-hours saved.
30% less time on audits.

Commercial Bank of Dubai 39,000 hours saved annually. 56 Microsoft customer story
hours/month on RCSA metrics.

Capitec Bank 80% of staff save 1 hriweek. Microsoft customer story
Reconciliation: 6 hrs to 1 min.

Vodafone 3 hours/week saved average. 90% Microsoft blog
eager to continue. 60% report
improved work quality.

Teladoc Health 5 hours/week saved per employee. Microsoft blog
20% faster onboarding.
Microsoft HR (internal) 49% better candidate outreach. Microsoft HR case study PDF

26% faster HR responses. 27% of
inquiries deflected to self-service.

The Break-Even Calculation

Microsoft/partner baseline: average 14 minutes/day saved per knowledge worker = 56
hours/year reclaimed. At a $50/hour fully loaded cost, that's $2,800/year in recovered
productivity. Minus $360/year licensing cost ($30/month) = $2,440 net benefit per user per year.
For 20 licensed users: approximately $48,800 annual value on a $7,200 licensing investment.
Break-even threshold: approximately 0.6 hours/week (36 minutes) of recovered productive time
per user at $50/hour. If Copilot saves each team member more than 36 minutes per week, the
license pays for itself.

The Counter-Argument (Include This in Your Business Case)

Gartner (2025 survey, 187 IT leaders): finding ROI to justify full-scale deployment is 'quite
challenging.' Only 5% of orgs that finished pilots moved to larger deployment. McKinsey (2025):
only 39% of organizations report tangible business impact from generative Al. Forrester's 132-
353% ROI projection was commissioned and paid for by Microsoft. The honest framing: Copilot
ROl is real for specific roles (heavy document producers, meeting-heavy managers, compliance
specialists) and questionable for others (LMS admins, eLearning developers in
Articulate/Captivate). License selectively, not broadly.



Role-by-Role Licensing Recommendation

Role Full Copilot ($30) Free Chat Only

Senior Instructional Designer Strong ROI. Heavy document Loses Graph grounding on org
production. content.

Training Manager Strong ROI. Meetings + email + Partial value from web-grounded
comms. chat.

L&D Director Strong ROI. Strategy + Loses doc summarization and PPT
presentations. features.

Compliance Specialist Strong ROI. Heavy doc review. Needs document-grounded

summarization.

LMS Administrator Consider. Primarily in LMS UI, not Sufficient for occasional use.
M365.

elLearning Developer Consider. Primary tool is outside Sufficient for research and writing

(Articulate/Lectora) M365. tasks.

This guide is current as of late March 2026 and will be versioned. As Copilot evolves (with Wave
3, Cowork, Researcher, and Analyst agents), we'll update it with new capabilities, revised
assessments, and fresh L&D workflow patterns. For updates, visit learningupgraded.com.
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