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JOIN AS A SHOWCASE SA

MEMBER OR SPONSOR

GET YOUR BRAND IN FRONT OF LEADERS IN BUSINESS &
MAKE CONNECTIONS WITH IMPACT.
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Microsoft Al for Every Business in Australia

Shraddha Limaye

” A Asia Skilling Lead — Small, Medium Enterprises
; 2 and Channel (SME&C)




Our Ambition,

Empower every user with a secure Copilot.
Transform every business process with an agent.




How do you
empower
your team
to thrive In
the Al era?

710%

of the skills used in most jobs
will change by 2030, with
Al emerging as a catalyst.




Frontier success framework

Enrich Reinvent Reshape Bend the
employee customer business curve
| experiences engagement processes on innovation



s
i

Researcher

Advanced reasoning

Generally available

s

Knowledge

Content mgmt. & organization
Public preview

W |
Word

Document creation
and iteration

Frontier Program

Microsoft Agents

Automate tasks with pre-built agents by Microsoft that are designed for work

s
P

Analyst

Advanced reasoning

Generally available

oo
Channels

Al teammate
Public preview

Excel

Data visualizations
and insights

Frontier Program

s
P

Surveys

End-to-end survey mgmt.

Generally Available

Project Manager

Automate project mgmt.
Public preview

&

PowerPoint

Build and iterate on
presentations

Frontier Program

4

Interpreter

Multi-lingual translation

Generally available

&

Communities

Community mgmt.
Public preview

oo

People

Colleague connector &
collaboration planner

Frontier Program

4

Facilitator

Teams meeting moderation

Generally available

Workforce Insights

Organizational insights
Frontier Program

Learning

Curated Al skill building
resources

Frontier Program

Gain agent best practices at our Al Agent Hub Al agents — Microsoft Adoption



https://adoption.microsoft.com/en-us/customer-hub/ai-agents/
https://adoption.microsoft.com/en-us/customer-hub/ai-agents/
https://adoption.microsoft.com/en-us/customer-hub/ai-agents/
https://techcommunity.microsoft.com/blog/microsoft365insiderblog/introducing-channel-agent-in-teams/4455451
https://techcommunity.microsoft.com/blog/microsoft365copilotblog/analyst-agent-in-microsoft-365-copilot/4397191
https://adoption.microsoft.com/en-us/copilot/frontier-program/
https://techcommunity.microsoft.com/blog/microsoftformsblog/shipped-surveys-agent-now-live-for-customers-in-microsoft-365-copilot-frontier-p/4444421
https://adoption.microsoft.com/en-us/copilot/frontier-program/
https://techcommunity.microsoft.com/blog/plannerblog/unleashing-the-power-of-agents-in-microsoft-planner/4304794
https://techcommunity.microsoft.com/blog/spblog/introducing-knowledge-agent-in-sharepoint/4454154
https://techcommunity.microsoft.com/blog/microsoft365copilotblog/researcher-agent-in-microsoft-365-copilot/4397186
https://adoption.microsoft.com/en-us/copilot/frontier-program/
https://techcommunity.microsoft.com/blog/viva_engage_blog/introducing-agents-in-viva-engage-communities-your-ai-powered-community-expert/4454146
https://techcommunity.microsoft.com/blog/microsoft365copilotblog/introducing-new-agents-in-microsoft-365/4296918
https://adoption.microsoft.com/en-us/copilot/frontier-program/
https://techcommunity.microsoft.com/blog/microsoft365copilotblog/introducing-new-agents-in-microsoft-365/4296918
https://adoption.microsoft.com/en-us/copilot/frontier-program/
https://adoption.microsoft.com/en-us/copilot/frontier-program/

Copilot for Microsoft 365 empowers

every functional area

How will Al reinvent how each team achieves their goals?

Marketing

Sales

Customer
Service

Finance

Jumpstart the
creative process
and generate deals with an resolve more
ideas while Al assistant for customer
writing email issues

Stay focused
on closing

Stay coordinated
as ateamto

Quickly search
across all your
data to solve

problems

your most complex

Legal Data and'IT

Pros

Simplify legal reviews and
contract clarity

Effectively manage
shared projects and
track progress

Store, access,
and prioritize
notesin a
fraction of the
time



Introducing Al Skills Navigator

An agentic learning space that helps individuals build career skills
and organizations worldwide accelerate their business.

a

EB Rich, multimodal content

Curated content and credentials
from Microsoft, Linkedln and
GitHub—all in a single place.

”
¢ Skilling playlists

Personalized Al generated
multimodal learning plans.

[__gt Skilling sessions

Live-like training available
anytime with agentic support.

\Ct Al-generated podcasts

An engaging audio format that
can be instantly generated from
complex material.

i

2 Microsoft

AlSkillsNavigator.microsoft.com




Microsoft 365 Copilot Workshop:

HR and Legal
Akkodis Academy Tech Talk

Featuring

<)

RISHONA ELIJAH

Technology Evangelist,

Microsoft Business Applications MVP
Expert Speaker




A genda /IKLODIS

Akkodis Academy presents:

» Al Foundations

« M365 Copilot: Basics

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

* Prompting best practices

« Making Copilot work for you

Questions & Answers



NKLODIS
Akkodis Academy @ shers

Academies in 10 >150 learning
[9\/' dedicated countries professionals
_ Country led catalogue of >300 trainings in selected
>50,000 2qu2- 4{ re-skilled Industries & Tech Practices
N

GLOBAL INDUSTRIES GLOBAL TECH PRACTICES
A
—o Automotive & Transportation @ Freelliedes SYRE IDEU LML

5

Tech, Business & Method
Skills to support our

Validation & Verification
Aerospace & Defence

strategy
Manufacturing & Operations
O
ZI \/O Technology Digital & Software
O¢

Hands-on training
with our own Tech Experts

Data Analytics & Al

=
@ Information & Communication
SR,
&3/

Manufacturing & Logistics

@ o el B e

Cloud, Infrastructure & Security

Akkodis Academy Fact Sheet



Disclaimer : Use of Al in HR & Legal contexts NKLODIS

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

« Al can produce inaccurate, incomplete or outdated
information

* Law is complex and jurisdictional specific outputs may not reflect
current legislation, awards, enterprise agreements or case law



e

Al Foundations




Copilot: the assistant, evolved /IKLODIS

S

&




Generative Al /IKLODIS

Generative Al (GenAl) is a form of artificial intelligence capable of
producing new content.

Audio

7N\

@

Software
code

\

Video

/

Text Images
—

You use “Prompts” (instructions) to communicate



Try 1t out: Natural language

How can a [enter your job fifle] use
M365 Copilot at work?

https://shorturl.at/wNJg9

NKLODIiS

i@ M365 Copilot Tech Talk

Hello

Welcome to NBN Connects with Microsoft! We hope you are
enjoying the event so far.

What can | assist you with?

how can an executive assistant use M365 Copilot at work?

Just now

Top 10 Ways Executive Assistants Can Use Microsoft 365
Copilot

* Summarise Meetings (Teams, Copilot Chat)
o Prompt: "Summarise the meeting and list action items
for each attendee.”
Draft Professional Emails (Outlook, Copilot Chat)

o Prompt: "Draft a follow-up email to the board
summarising today's meeting and next steps.”
Create Executive Briefings (Word, Teams, Copilot Chat)

o Prompt: "Turn this bullet list into a one-page briefing
for the CEO.”
Customise Tone and Style (Word, Outlook)
o Prompt: "Rewrite this itinerary in a more formal tone

for a C-level audience.”


https://shorturl.at/wNJg9

Uses for Copilot: Legal /IK<ODIS

Summarising documents
“‘Summarise this document, policy, report.”

Create ‘first-pass’ content
“Draft a position description, employee email etc.”

Administration support
“Create a timeline from emails: date, event, evidence.”

Prepare internal communications
“Simplify this information for managers: plain English, short paragraphs.”




Uses for Copilot: HR NKLODIS

Employee engagement
“‘Summarise survey results: themes, quick wins, priority actions.”

HR Onboarding
“Create an onboarding checklist.”

Learning and development
“‘Summarise skills gaps: recommend courses and on the job learning.”

HR strategy and planning
“Create leadership brief: policy changes, impact, cost, rollout steps.”







NK<L<ODIiS

Single chat ‘
destination for +
web and work

Microsoft 365
Apps

Enterprise-grade security, privacy, and compliance




Accessing M365 Copilot

oo
.
-
r

dEE A&

M365 Chat
Multi-purpose chat, which can reference organisational data

Teams
Recap meeting, capture follow up actions, meeting preparation

Word
Recap meeting, capture follow up actions, meeting preparation

Excel
Identify trends, create visualisations, or ask for recommendations to drive different outcomes

PowerPoint
Convert written documents into slide decks, including speaker notes and references

OneNote
Summarising, rewriting, formatting, and adding visual context

Outlook
Summarising and drafting emails, scheduling meetings

Whiteboard
Brainstorming ideas

Microsoft Forms
Generate surveys and quizzes

NK<L<ODIiS



Where does the information come from? NKLODIS

» Base general Knowledge
and the web

CONVERSATIONS

e Microsoft Graph:
Organisational information
like emails, files and MS
Teams

@
@

(e.g. CRM data) ~ MESSAGES

» Additional data sources
used in your organisation




Where to find M365 Copilot Chat /IKKODIS

- " b
47 & %

Hi, | can help you recap and prep for meetings

* https://m365.cloud.microsoft/

» Microsoft Teams Copilot app

* M365 Copilot desktop app

Hi Rishona, what can | help you with?

* Sign in with your work email



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

e ]

iy

® New chat
Q Search
Wy Library
ﬂ%] Create

@ Frontier
Agents

& Researcher
« Analyst

B Prompt Coach

€ Skills (Frontier)

aa) Apps

RE Rishona Elijah

M365 Copilot

®

Work Web Auto v

What can | help you with?

f S T—— Enter your prompt

Recap my meeting Update meeting l

\+ = Tools ) e/

MA o P

What's the latest from Microsoft List key points from What time zone does person
Power Apps , organised by... Financial_Analysis_Workbook.xlsx work in?
Is a close collaborator You edited




RE

New chat
Search
Library
Create

Frontier

Researcher
Analyst
Prompt Coach

Skills (Frontier)

Apps
Rishona Elijah

M365 Copilot ©

Work Web Auto ~

What can | help you with?
Type “ /" to

search your work
content

Recap my meeting / Start typing to search

9

+ = Tools R

People Files Meetings Emails 3 more (L Search

—|

reated 6 hours ago

[ﬂs Speech for Fabrikam Stakeholders 1

A

Rg  Rishona Elijah

rishona@rnishonamvp.onmicrosoft.com

Financial_Analysis_Workbook
Opened by you 6 hours ago




Auto ~ ©

New chat
Search

Library Recap my meeting Update meeting

Create

() copilot ©

Here's a clear, structured recap of your meeting Updz

Frontier

AEDT, based entirely on the transcribed discussio

Researcher This meeting was transcribed. (& vpdatz meeting CO nti n u e th e
¥ conversation

Prompt Coach

Draft an email to the team summarizin

€ Skills (Frontier)

Write it as an email | can send to the attendees

an] Apps

RE Rishona Elijah -+ - Tools

\o

M365 Copilot ©




Or start a new
New chat to p i C

Search

Library Recap my meeting Update meeting

Create

() copilot ©

Here's a clear, structured recap of your meeting Update meeting held on 13 January 2026, 3:30-4:00 pm

AEDT, based entirely on the transcribed discussion.

Frontier

Researcher : . . =
This meeting was transcribed. (& vpdatz meeting

Analyst

Prompt Coach

Draft an email to the team summarizing the meeting Prepare a project plan for the milestones NG

€ Skills (Frontier)

Write it as an email | can send to the attendees

an] Apps

RE Rishona Elijah \“*“ - Tools \QJ @

M365 Copilot ©




Work

o Work toggle o 1o

r

O o “grounds” answers
o sert in work content,
A e.g. files, emails

Recap my meeting Update meeting

ﬁ'?i] Create

Frontier @ Copilot @

Here's a clear, structured recap of your meeting Update meeting held on 13 January 2026, 3:30-4:00 pm

AEDT, based entirely on the transcribed discussion.

A
Agents

@ Researcher : . . =
= This meeting was transcribed. (& vpdatz meeting

o Analyst

B Prompt Coach

Draft an email to the team summarizing the meeting Prepare a project plan for the milestones NS
& skills (Frontier)

Write it as an email | can send to the attendees
] Apps

RE Rishona Elijah + 2 Tools

\o

M365 Copilot ©

Al-generated content may be i




)

L

What do you want to create?

s Create images R
S S and videos

00y Library i @ PowerPoint & word @] Excel More...

M Create

59 Frontier
Describe what you want to create

Agents

> R e |
& Researche + Add afile {) Brand and colour
o Analyst

& Prompt Coach

O skills (Frontier) Create videos with Copilot () B3 My videos

aa} Apps
}

\

. P
RE Rishona Elijah | '\ i
‘ \ ’,.-"'
M365 Copilot ® *] o P iy
ol

-




4 Analyst > Analyst Demo

Researcher Age nts

Analyst

What are some quick insights about the data from the uploaded file?

Analyst demo sales_data_Q1 2025.csv
Prompt Coact hand Ie
Skills (Frontier) SpGClallsed

Microsoft 365 Admin
) Learning (Frontier)
New agent

- All agents

alyse your data and generate insights

Apps

Rishona Elijah

M365 Copilot ®

Al generated content may be incorrect




-, 0 f& New notebook
‘ Favourites Shared with you Recommended 8a | =
€ skills (Frontier)

@ Health Day Support Bot

g Notebooks

. group Copilot
chats and

B Financial Wellness App fII es

2] Performance Review

==+ All notebooks

Chats Q -
tegic Report 2025
: Motebooks 9 P @)
Update Meeting Recap Summary
Presentation on Speech for Fabri... E Financial Wellness App
©
Excel Workbook for Data Analysis... .
E Performance Review
B8 Apps | ++= All notebooks a
RE Rishona Elijah
Financial Wellness App o

M365 Copilot © Just now

4



Security /KLODIS

O

» Microsoft secures your data at rest and in transit
* You control your data
* Your data is not used to train or enrich foundation models

* You're protected against Al security and copyright risks






Quick wins with Copilot /IKLODIS

 Meeting recaps
* Get quick insights from document
« Summarise and reply to an email thread



% Copilot

Let

Al handle the busywork

ot can generate notes

<. Project St {

stn and Duratic
o Project Start Dute Octote |

s Propect bt Dt

to help Copilot impro

*  Total Dursthon: |

o+ It's your Copilot
% Totsd Prosect Coot

o Totwl Comt

| @ Check the facts
v . A response could
@

o Moty Fes 5208

Attend a Teams
meeting




& Copilot

& It's your Copilot

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




Manufacturing Expansion Contr...

@ Copilot

Manufacturing Ex P» ion Contract
Review

Microsoft Stream

Action Items:

* Payment Terms Adjustment
Jal ang fing 3l tean

agjusting tc miestone-gasag

* Timeline Extension




Quick wins with Copilot /IKLODIS

* Meeting recaps
« Get quick insights from document
 Summarise and reply to an email thread



OneDrive £ Search & B ) @E'

c @ Copilot ¥ T Delete Yy Favorite - F Sort v | X 2 selected —" ¥ Details

> - 2 : .
12 My files > Financial Wellness App GO to OneDnve
@ ] n
to view files
i) ) Name v Modified v Modified By
Oo N
S LQ; Financial Wellness App Features.pdf September 30, ... Rishona Elijal
W _—
o (v] = Financial Wellness App Feedback.docx ® @ Yy September 30, ... Rishona Elijal
—
i (v] E Financial Wellness App Survey Results.xlsx ® @ Yy September 30, .. Rishona Elijal
o
O
2]

ol

bJ




e & Copilot v | T Delete

5] Summarize

1D
(R

CJ B G < & % ¥ B

OneDrive

23 Compare files

£ Search

Select files and
use Copilot

D Ask a question

=

—_J

L

© m=
©

Financial Wellness App Features.pdf

Financial Wellness App Feedback.docx

Financial Wellness App Survey Results.xlsx

%

X 2 selected — Vv

Modified v

September 30, ...

& Yy  September 30, ...

@ Yy September 30, ...

7

Details

Modified By

Rishona Elijal

Rishona Elijat

Rishona Elijat

TN

{
[ RE )
Nt

2

l'b




IE 2 files selected
Financial Wellness App Feedback.docx, Financial Wellness App Survey Results.xlsx

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

1. App Features Overview:

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

2. Key Strengths:

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

3. Common Concerns:

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

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

o Feedback ranged from positive comments about the app's intuitiveness and helpf

s - - - -

O




Ii 2 files selected
Financial Wellness App Feedback.docx, Financial Wellness App Survey Results.xlsx

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

1. App Features Overview:

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

2. Key Strengths:

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

3. Common Concerns:

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

4. Actionable Improvements:

! include improving navigation and user interface, enhancing spend ca

nged from positive comments about the app'’s intuitiveness and helpf

f_} Ask a question




it OneDrive £ Search & £33 ? <R§
o @& Copilot v T Delete Yy Favorite  Download [ Moveto - ﬂ Copilot w2
5 . : : Hello Rishona Elijah! I
My files Financial Wellness App )

Ask a question or get started with one of these

()
examples:
&8 Name Modified
Qo Summarize these files
o Financial Wellness App Features.pdf
7
; 7 i Compare the differences between these files
o7 & = Financial Wellness App Feedback.docx LA T ) Septembe P
L[Ll‘
» @ [§3: Financial Wellness App Survey Results.xlsx o B @ Yy Septembe What do these files say about [our OKRs this
quarter]

- List the top three user concerns

AS k fu rth e r Provide recommendations for product improvements
. Show survey data in a table format
& questions

+ Aska question about these files @




Quick wins with Copilot /KLODIS

* Meeting recaps
» Get quick insights from document
 Summarise and reply to an email thread



® > EH <€ §¢

)

— File Home View

EEEE -0 % oo

~ Favourites

£ Inbox 229
)> Sent ltems
;f Drafts 177

~ rishona@rishonam...

& Inbox 229
77 Drafts 177
)> Sent ltems

U Deleted Items 2
Eé Junk Email

Notes

& Archive

£ Conversation Histo...

£a Search Folders

5 Go to Groups

Help

>

«

MO

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

/ Quicksteps ¥ R Read/Unread O~ B v £ O~ y \Q Copilot v‘
Focused Other O ( = 1Tl RFP - Cash Management and Treasury Service
Other Emails (23) :
Summary by Copilot X
Microsoft Power Automate; Microsoft o SNSRE
Today v  Hide message history
Avery Blake From: Priya Nair <priya.nair@atlaslogistics.com>

RFP — Cash Management an...  00:39
Hello team, We are issuing an RFP f...

Open Outlook

)

Sun 18:46

Avery Blake
Check in to discuss the |...
No preview is available.

Microsoft Outlook
Project Meeting (2) Suni8:22
Delivery has failed to these recipient...

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

Date: 9 January 2026
Subject: Re: RFP - Cash Management and Treasury Services
Answers below:
e ¢ Volume: ~45k payments/month, AU 60%, SG 40%
e * ERP: SAP S/4HANA; OAuth 2.0 preferred
¢ * Sweeping: Daily end-of-day, regulatory compliant

We will share sample files in a secure folder by 16 September. — Priya
From: Coverage Team <coverage@email.com>
To: Priya Nair <priya.nair@atlaslogistics.com>
Date: 6 January 2026
Subject: Re: RFP - Cash Management and Treasury Services
Thanks Priya, we will participate. To tailor our response, could you
confirm:
1. 1) Average monthly payment volumes per corridor
2. 2) ERP system and authentication preference for APIs
3. 3) Any constraints on liquidity sweeping across AU/SG

Best, Demo Coverage



__ Team Daily Stand Up

’ g = File Home View Help =) 09:00 Microsoft Teams Meeti...
o Wy 3 . ZQuicksteps v S Read/Unread O v B v £ O~ [ - I & Copilot v’
L) v Favourites Read th read RFP - Cash Management and Treasury Service
i £3 Inbox 229 n s I
S ummary by Copilo

B> Sent items II“I'
v 7’ Drafts 177 pry
al 5 ; . yriya.nair@atlaslogistics.com>
rishona@rishonam... | S umma ry by Co p| l Ot 6 |
FA & inbox 229 Cash Management and Treasury Services
7 i » Volume: ~45k payments/month, AU 60%, SG 40%
@ 7 Drafts 4 ABY RFP— Cash M tand.. 00 i / pay ’ ’
o e o « ERP: SAP S/4HANA; OAuth 2.0 preferred
P> Sent items ’ 9 o * Sweeping: Daily end-of-day, regulatory compliant
00
W Deleted Items 2 V' Yesterday We will share sample files in a secure folder by 16 September. — Priya
B3 juik Email . @ Avery Blaks i Fr<.)m:. Coverage Team fcoverage@.enjall.con»
Chieck i o discasstha . Sui8:46 To: Priya Nair <priya.nair@atlaslogistics.com>
(2 Notes No preview is available. Date: 6 January 2026
Subject: Re: RFP - Cash Management and Treasury Services
& Archive : Microsoft Outlook Thanks Priya, we will participate. To tailor our response, could you
PJ Conversation Histo M Project Meeting (2) Sun18:22 confirm:
Delivery has failed to these recipient... 1. 1) Average monthly payment volumes per corridor
B Searchiolders 2.2) ERP system_and aut.her.wti.cation prgference for APIs
g Avery Blake; Microsoft Outlook ] 3. 3) Any constraints on liquidity sweeping across AU/SG
ha Team Daily Stand Up  (3) Sun18:21




$ > E <€ ¥ & 8 D

EB]

— File Home

View

Help

EEEEE oo v o

v~ Favourites

& Inbox 229
B Sent ltems
77 Drafts 177

v rishona@rishonam...

& Inbox 229
”?’ Drafts 177
> Sent Items

W Deleted Items 2
€3 Junk Email

(7 Notes

T Archive

£3 Conversation Histo...

£Q search Folders

&3 Goto Groups

Focused Other O ( =

Other Emails (23)
Microsoft Power Automate; Microsoft

Today

Avery Blake
RFP — Cash Management an...  00:39
Hello team, We are issuing an RFP f...

Avery Blake
RFP — Cash Management and...  00:35
Hello team, We are issuing an RFP f...
Yesterday
. Avery Blake )

Check in to discuss the ...  Sun 18:46
No preview is available.

. Microsoft Outlook

" Project Meeting (2) Sun18:22

Delivery has failed to these recipient...

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

B o8 R 0 ©

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

{’ Quicksteps ¥ R Read/Unread O v B v £ O~ 3 ’Q Copilot v}
T RFP - Cash Management and Treasury Service
#  Summary by Copilot B X

Al-generated content may be incorrect

Vv

Avery Blake (as Priya) issued an RFP for multi-currency cash management in Australia
and Singapore, with requirements including AUD/SGD account structure, a payments
API| (SLA < 300ms), FX risk advisory for monthly SGD—AUD flows (~USD 2.5m), and a
12-week implementation timeline.

Submission deadline for the RFP is 30 September 2026, and participation confirmation
is due by 12 June.

The Coverage Team confirmed participation and requested details on payment
volumes, ERP system, AP| authentication, and liquidity sweeping constraints.

Avery Blake (as Priya) clarified there are ~45k payments/month (AU 60%, SG 40%), the
ERP system is SAP S/4HANA with OAuth 2.0 preferred, and sweeping is daily end-of-
day and regulatory compliant.

Sample files will be shared in a secure folder by 16 September.

No unresolved issues remain; all requested clarifications have been addressed.

(&) Ask Copilot

OH 9

Hide message history




e o @

__ Team Daily Stand Up

I Q — File Home  View Help & 09:00 Microsoft Teams Meeti...
s EEEEB o o v o« sl Drafta
m ~ Favourites Focused Other O re p I y
. &3 Inbox 229 Other Emails (23) :
- S = Microsoft Power Automate; B Summarise
ent items
v £e3 Settings -
7/ Drafts 177 e oy ﬂ R | y
e . :
&l . _ (] Avery Blake Py lya.nair@atlaslogistics.com>
~ rishona@rishonam... RFP - Cash Management a 3
Hello team, We are issuing - k .
& D o @ Summarise ash Management and Treasury Services
& 7’ Drafts 177 AB Q\Flgrz (E;LasieMana S : ~45k payments/month, AU 60%, SG 40%
RS a?e _ - P S/4HANA; OAuth 2.0 preferred
B> Sent ltems ' 9 Setti ngs 1g: Daily end-of-day, regulatory compliant
o0
W Deleted Items 2 ¥ Yesterday S _efilesin a secure folder by 16 September. — Priya
P3 Junk Email . @ Ky Bl T $ror';n Coverage Team <coveragfz@ema|l .com>
W chadkinis disciiss e ..  Swi 1846 o: Priya Nair <priya.nair@atlaslogistics.com>
(7 Notes No preview is available. Date: 6 January 2026
Subject: Re: RFP - Cash Management and Treasury Services
T Archive , @ Microsoft Outlook Thanks Priya, we will participate. To tailor our response, could you
B Cherentinitism 7 Project Meeting (2) Sun18:22 confirm:
Delivery has failed to these recipient... 1. 1) Average monthly payment volumes per corridor
Q. Search Folders 2. 2)ERP system_and aut-her-rti.cation preference for APIs
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ok ' Team Daily Stand Up  (3) Sun18:21
LIRS No preview is available. _ Best, Demo Coverage .
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Draft saved at 00:50

Re: RFP — Cash Management and Treasury Service

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

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

Please let us know if there are any a
stage.

pecifications or supporting documents required at this

(i) Al-generated.. ¢

#7 What do you want to do next?

>; rishona.elijgh@barhead.com

© Keepit

W Discard

Modify content nagement covering Australia and Singapore. Key

A" Make it shorter ual accounts
target SLA < 300ms
D flows (~USD 2.5m)
d 12 weeks

' Make it longer

(5) Change Tone
Submission due: 30 September 2026. Please confirm participation by 12 June.
Regards, Priya
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’ To: @ Avery Blake; @ W @
Re: RFP — Cash Management and Treasury Service Draft saved at 00:53

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

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

Please let us know if there are any additional specifications or documentation required at this stage. We
will review internally and confirm participation within the stipulated timeframe.
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You are Legal counsel at
a growing SMB. The
business wants to sign a
supplier agreement
quickly.

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

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

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

and

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

RECITALS

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

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

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

View Developer

1. Products and Scope

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

2. Ordering and Delivery

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

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

3. Price and Payment
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Dcument outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in

remote-controlled toy cars. It defines the rajil
Wiew more

omshin

4.2 Termination for Convenience. Either party may terminate this Agreement without cause upon sixty
(e0) days" prior written notice.

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

5. Warranties|
Supplier warrants that all Products:

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

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

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

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

7. Confidentiality

Each party agrees to maintain in confidence and not disclose any non-public information received in
connection with this Agreement, except as required by law.

8. Force Majeure

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

9. Governing Law

This Agreement shall be governed by and construed in accordance with the laws of the State of [Choose
State, e.g., New York], without regard to its conflict of law principles.
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Activity A
This docu Ttlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of
materials us\ / anufacturing remote-controlled toy cars. It defines the responsibilities, terms, and conditions

governing the supplier-buyer relationship.

+» Products and quality standards: The supplier will manufacture and deliver materials as specified by the buyer,
ensuring all products meet safety and quality standards. [1]

+» Ordering, delivery, and payment: Buyer issues purchase orders with details; supplier confirms within two
business days. Delivery is FOB buyer's facility, and payment is due within 30 days of invoice. Prices are fixed for the
agreement term. [2] [3]

» Agreement duration and termination: The agreement lasts one year with automatic renewals unless
terminated. Either party can terminate for convenience with 60 days’' notice or immediately for breach if uncured in
30 days. [41[5]

» Warranties, liabilities, and confidentiality: Supplier warrants products free from defects for one year and
compliant with laws. Liability is limited except for confidentiality breaches and indemnification, with mutual
confidentiality obligations. Force majeure excuses nonperformance. [6] [7]
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Let's connect the dots

SUPPLIER AGREEMENT

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

parties agree as follows:

1. Products and Scope .
M365 Copilot @

Supplier shall manufacture and deliver to Buyer the materials described in Exhibit A (“Products”) in

Page 1 of 3 634 words E&' English (United States) Text Predictions: On @ ﬁ’,Accessibility: Good to go @Display Settings :D: Focus F‘g - —+ 100%
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Creat hecklist of obligations for B d Suppli
| |
reate a checklist of obligations for Buyer and Supplier. | Let's connect the dots
Cite cl mbers f h it
e Clause nu ers 10r €acn Ieim.
Create a checklist of obligations for Buyer and Supplier.
SUPPLI ER AGREEM ENT Cite clause numbers for each item.
. . . . + = u
This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between: o e e
Boulder Innovations, a corporation organized under the laws of [State], with a principal place of
business at [Boulder Innovations Address] (“Buyer”);
and Make the following text more concise: text
VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place
of business at [VanArsdel Address] (“Supplier”).
Proofread for grammar and spelling mistakes: text
RECITALS
WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its production of remote- Rewrite this to sound more professional and less verbose: text
controlled toy cars; and
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this
Agreement. See mare W
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the
parties agree as follows:
M365 Copilot @
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B

E’y Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in
manufacturing remote-controlled toy cars. It defines the reerms. and conditions governing the supplier-buyer relationship. .. . .
Buyer obligations

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

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

+ Provide specifications for Products as described in Exhibit A. (Clause 1)
(implied through Product specifications) B Boulder-VanArsdel Su...

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

SUPPLI E R AG R E E M E NT prior_ (Clause 4.2) {8 Boulder-Vanarsdel 5u...

» Provide written notice and reasonable cure period if terminating for
cause. (Clause 4.3) @8 Boulder-vanArsdel Su...

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

Boulder Innovations, a corporation organized under the laws of [State], with a principal place of - Maintain confidentiality of non public information. (Clause 7)
business at [Boulder Innovations Address] (“Buyer”);
and

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

WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its production of remote- Highlight the most critical obligations

controlled toy cars; and

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

+ =

Agreement.

{©

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

parties agree as follows:
Al-generated content may be incorrect
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[E,* Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in Q=== S 7
manufacturing remote-controlled toy cars. It defines the reerms_ and conditions governing the supplier-buyer relationship. .. « Follow notice requirements for amendments, assignment and formal
communications. (Clause 10.2-10.4) B Boulder-Vanarsdel 5u...
If you want, | can also turn this checklist into a table or rewrite it in a style
suitable for an email or briefing.
SUPPLIER AGREEMENT Sources | >
This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between:
Boulder Innovations, a corporation organized under the laws of [State], with a principal place of
business at [B: rmat of the checklist
and ' . ' " . ' .
vnaraet 1 LiST What is missing, unclear, or risky in this agreement. the team with this checkiist
of business at . .. . . . .
s | Prioritise: must fix before signing, should fix, nice to have.  }taiica obigations
A A R R —
WHEREAS, Bu;, 2
controlled toy cars; and List what is missing, unclear, or risky in this agreement.
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this Prioritise: must fix before signing, should fix, nice to have.
Agreement.
o . . + = 0
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the a bt
parties agree as follows: T~
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Ey Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the

manufacturing remote-controlled toy cars. It defines the ref‘"r“s- and conditions governing 1 RISky termination framework

+ Automatic renewal could lock the Buyer into unintended renewals if overlooked. (Term)
@ Boulder-VanArsdel Su...

+ Sixty days’ notice for convenience termination may be too long for operational needs. (Termination for
Convenience) (B Boulder-vanarsdel su...

+ Thirty day cure period may be too generous for critical supply failures. (Termination for Cause)
{8 Boulder-VanArsdel Su...

SUPPLIER AGREEMENT Warranty and liability gaps

+ Supplier warranty excludes duration appropriate for safety-critical components unless one year is
This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between: acceptable. (Warranties) @8 Boulder-VanArsdel Su..

Boulder Innovations, a corporation organized under the laws of [State], with a princig + Liability is Ilmlted' broadly, ‘|nclud|n'g' for supp_ller—ca?used o;_::-erja'tlonal losses. Buyer may need carve-outs
business at [Boulder Innovations Address] (“Buyer”); beyond confidentiality and indemnification. (Limitation of Liability) @B Boulder-vanArsdel Su...
and

_ . . Governing law left incomplete
VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with

of business at [VanArsdel Address] (“Supplier”).

RECITALS Provide a negotiation brief for the supplier Draft an email to the supplier outlining these issues

WHEREAS, Buyer desires to purchase certain materials from Supplier for use in its pro Create a table summarizing the must-fix items
controlled toy cars; and

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

|Me55age Copilot
Agreement.

—
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein ¢ + -

parties agree as follows:

Al-generated content may be incorrect
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gy Summary This document cutlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in VLU LU T I L, (T VLIS M s s e s
manufacturing remote-controlled toy cars. It defines the reerms. and conditions governing the supplier-buyer relationship. ... + Add definitions section to avoid ambiguity in recurring terms:

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

Commercial enhancements

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

SUPPLI ER AGREEM ENT + Add KPIs or performance metrics, particularly for supply reliability and

This Supplier Agreement (“Agreement”) is entered into as of [Date], by and between: ezl
E
k e a negotiation brief for the supplier
. Draft an email to the supplier requesting changes. Keep it
\ pp q g g . p an email to the supplier outlining these issues
C .
professional, short, and reference clause numbers. | S
|
. . 2
controlled toy cars; and Draft an email to the supplier requesting changes. Keep it
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this professional, short, and reference clause numbers.
Agreement.
NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the + = Q’ e\
parties agree as follows: -
Al-generated content may be incorrect q
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E} Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in

manufacturing remote-controlled toy cars. It defines the re e — ferms, and conditions governing the supplier-buyer relationship. .. @
&) Copilot O

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

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

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

SUPPLI ER AGREEM ENT Key items requiring amendment:

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

* Include Exhibit A (Product specifications) and Exhibit B (Pricing) (clauses 1
Boulder Innovations, a corporation organized under the laws of [State], with a principal place of and 31).

business at [Boulder Innovations Address] (“Buyer”); » Update termination provisions to reduce the 60 day convenience notice

and and shorten the 30 day cure period (clauses 4.2 and 4.3).
VanArsdel, Ltd., a limited company organized under the laws of [Country/State], with a principal place « Specify governing law by nominating the applicable jurisdiction (clause
of business at [VanArsdel Address] (“Supplier”). 9)

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

RECITALS « Strengthen warranties and liability provisions, including broader carve

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

controlled toy cars; and
WHEREAS, Supplier agrees to supply such materials under the terms and conditions set forth in this |Message Copilot

Agreement.

+ =

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

parties agree as follows:
Al-generated content may be incorrect
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E’y Summary This document outlines the agreement between Boulder Innovations and VanArsdel, Ltd. for the supply of materials used in
manufacturing remote-controlled toy cars. It defines the rejji ferms, and conditions governing the supplier-buyer relationship.
View more

SUPPLIER AGREEMENT

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

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

and

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

RECITALS

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

Agreement.

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

parties agree as follows:
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» Specify governing law by nominating the applicable jurisdiction (clause
9).

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

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

Please provide an updated version incorporating these changes.

Adobe Acrobat . Voice Sensitivity Add-ins

= © Work Web

Regards,
Rishona

You can use this draft as a starting point and make any edits before
sending.
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Link Signature Record

Inbox W Q J ™ From: rishona.elijah

v Today

I Hiteam,

We have reviewed the draft Supplier Agreement and need several changes before we can proceed,
Key items requiring amendment:
* Add the Effective Date and full party addrasses (opening section).

¢ Include Exhibit A (Product specifications) and Exhibit B (Pricing) (clauses 1 and 3.1).
* Update termination provisions to reduce the 60 day convenience notice and shorten the 30 day cure period (clauses 4.2 and 4.3).

» Specify governing law by nominating the applicable jurisdiction (clause 9).
« Strengthen warranties and liability provisions, including broader carve outs and clarity on defect coverage (clause 5 and 6.1).
¢ Expand the indemnity to include direct losses and IP infringement (clause 6.2).

Please provide an updated version incorporating these changes.

Regards,
Rishona
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Welcome to the onboarding guide designed to assist both new starters and their managers. This presentation will walk you through the purpose, responsibilities,
essential activities, policies, and support contacts crucial for a smooth onboarding experience.

f)’( Accessibility: Investigate

'&Notes

[g Display Settings

12]

=

- —f—— 1+ %

(g)

“amw 4

>

v




Fle Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Acrobat ® Record I&S Present in Teams | | & |
X it v ¥ y S | [@o — L)
e D le @ & ‘ A Y _ . / o) 0 Y 00 Lﬂ

¥ | B

Add-ins Design § Copiiot
Suggestior

Paste a ~ New New Slide
] Slide ¥ with Copilot ”

vos 5 e e Gather feedback on XM

o 116! IR 120 00000 8 bt g 2000t 1124

4 Onboarding...

- o R
= the presentation 8o X
e ,’1‘0
i : What's your story?
M |l Act as a new starter who is being onboarded
: = Essential 8 . . . .
]| megaten USing this presentation. Provide feedback on
: : areas that may need further clarification or - ficeufetiotebaorio i
- as a new starter wno Is peing onboar Z‘
4 = ( ) ! H H using this presentation. Provide feedback on
= ‘ - l |nformatlon prOV|ded areag:;at?nayn(:etd furf;\erc(:arifficgini)r

information provided

y
5 (llllll\' UL YU W | + = ¢ @

s

‘:’ )\ . b AP e
4 Pre-Onboar... - k C N C
_6 i “ = Brainstorm topic ideas for a presentation on Topic
" e : \l‘lll'l_"(‘l'%

@ AVY1C C A
/ . = = C Create an image of description
« m

: :0. '
. Find slides f imilar deck d b t for topi

4 Day One Ess... ¥ ind slides from similar decks used by my team for topic
8 m v

Shde 1 of 22 D:', English (Australia) “;’( Accessibility: Investigate éNotc—s Qorsp!ay Settings @ i @ @ -—f4——+ 50% <©’




@ Presentation2 - PowerPoint O Public

File Home Insert Draw Design Transitions Animations Slide Show Record

4 On...
1
2 |
4 Ov...
3

4

5

4 Pr..

6

7 =

4 Da..
8

9 =

10 &

4 Fir...
11

12

4 Fir.

13

14 -

4 Ke...
15

o

v

-~ Onboarding

-~ Guide for New
~ Starters and

. Managders

Review View Help Acrobat | @ Record | | @ Present in Teams | ‘E\

Work Web Auto v @ - X

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

@) copilot ®

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

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

Feedback from a new starter reviewing the onboarding

presentation

Overall impressions
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Add a section on company culture and values
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Understand law changes

You are a legal counsel.

Employment law
changes are creating
confusion.

You need to brief
management on these
changes and map
changes to internal HR
policies.
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& Researcher > Recent Australian SMB Employment Law Changes Summary

Research recent Australian employment law changes affecting SMBs
in the last 12 months.
Focus on leave, flexible work, pay conditions, and record keeping.

Provide a short brief with citations.

4&» Researcher

Got it — you're looking for a short brief on recent Australian employment law changes over the past 12

months that specifically affect small and medium-sized businesses (SMBs), with a focus on:

+ Leave entitlements
+ Flexible work arrangements

+ Pay conditions

» Record keeping
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& Researcher

What do you want to research today?

@ Researcher

+ °A Computeruse o Sources
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& Project update

Executive status report on Project

& Market analysis

Analyze the market position of
Company

& Topic report

Update me on Topic

% Meeting prep

Help me prepare for my
meetings next week.

&2 Customer brief

Help me prepare for a meeting
with Customer.

Daily briefing

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

Copilot

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

» Specialised tools for academic databases, citation

* Web search, image generation
management

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

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

» May provide general references * Provides formal citations

« Academic writing, technical reports, policy analysis,

* Emails, summaries, code help, brainstorming scientific reviews




s ED & Researcher il ©

| 4 Researcher

S @ Researcher

B Prompt Coach
€ Skills (Frontier)

. EcoSense sales assistant 4

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

Health Day Support Bot Focus on leave, flexible work, pay conditions, and record keeping.

(Ja New agent Provide a short brief with citations.

- All agents
g + °N Computeruse o° Sources &

—

Notebooks

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

[ﬂ Fabrikam Moh

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

A . ) o iyt A
i pps Provide a short brief with citations.

RE Rishona Elijah

M365 Copilot @ =2 Customer brief & Market analysis

Heln me nrenare for a meetina with Customer. Analvze the market nosition of Combnanv »




L ]

& Researcher

o~ Analyst

B¥ Prompt Coach

8 skills (Frontier)

@) Microsoft 365 Admin
@ Learning (Frontier)

{J& New agent

- All agents

Motebooks

[ Construction Project for Clie...

M Eshrikam Maohile Bankinag An

B Apps
RE Rishona Eljah

M365 Copilot @

ED & Researcher » Recent Australian SMB Employment Law Changes Summary

'- T T T Bl D%

_I_

‘s Computer use

Evaluating changes... % Show less

Summarizing the details

The chunk highlights the Protecting Worker Entitlements Act (June 2023, effective up to Jan
2024) changes to unpaid parental leave, suggesting specific details might be found by
clicking further.

Analyzing leave amendments

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

Evaluating relevance

I'm noting that some adjustments to parental leave and family violence leave are beyond
the 12-month relevance, such as the 2023-2026 timelines, and may not be applicable.

—

o™~ Sources

Al-generated content may be incorrect



B Employment Law Changes Summary

5

Recent Australian Employment Law -
Changes (Federal) — Impact on SMBs
(Last 12 Months)
Inthep Australia’s federal workplace law cting small and
er leave entitliements, flexible work arrangements, pay
conditions, and record-keeping obliga
L
: now 24
= r =tillbirth
All notebooks
' 2
ed: equal pay enfor abou r non-compliance by
hire workers
1. Leave Entitlements
» Paid Parental Leave {PPL) Expansion: The federal government-funded PPL scheme was extended to 24
weeeks (up from 18 v for births or adoptions on or after 1July 2 dition, a new law provides
- v

<

+ ‘A Computeruse o Sources







Map law changes to your policies /IKKODIS

You have HR policy documents stored in SharePoint.

Use Researcher to map it's findings to your policies

T Upload ~ & Editin grid view -

Documents [y -
EI Name ~
Y Flexible work policy.docx
Y ~HR records and record keeping policy.docx
MY Leave and absences po icy.docx




D EN

ﬂ EcoSense sales assistant
Health Day Support Bot

(J& New agent

- All agents

Motebooks

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

«  All notebooks

Chats Q

Recent Australian SMB Employ...

B Apps
RE Rishona Elyjah

M365 Copilot @

& Researcher > Recent Australian SMB Employment Law Changes Summary &

records, aligning workplace practices with the latest Australian employment laws. finvork +1

winterconsulting +1 fainwork +1

People Files Meetings Emails Chats Sites Other Q7T

w

HR records and record keeping policy
Created 7 minutes ago

)

HR Policies

https:/frishonamvp.sharepoint.com/sites,/HRPolicies

Attach

SharePoint site

In your prompt

Usi

_|_

ng the policies found in /HR PD|

‘s Computeruse o Sources

Al-generated content may be incorrect




L] ) & Researcher > Recent Australian SMB Employment Law Changes Summary @

il '3\:-" S\JV\.I THIITCSIHIL S IQavy 11T DUl 1co Wi uirc wivou Iy LVVF"UIQJ TCIVEHITID, Qi v a
@ Ecosense sales assistant authoritative commentary as cited throughout. Each citation corresponds to the source of
Health Day Support Bot the law or explanation for verification. These changes ensure that SMB employers provide

fair entitlements, promote work-life balance, pay correct wages, and maintain proper

(-/6 New agent . ) . '
records, aligning workplace practices with the latest Australian employment laws. fainwork +1

+ All agents winterconsulting +1  fairwork =1
Notebooks b
[E Construction Project for Clie... k <
B Fabrikam Mobile Banking Ap...

. | HR Policies = X 3

* All notebooks

Chats Q Using the policies found in HR Policies , list what needs updating and why.
. Present your output as a table with the columns: policy, section, change needed, priority.
Recent Australian SMB Employ... :
Cite sources for each change.
B8 Apps
Re Rishona Elijah . + [> Computer use o/ Sources \(.]J e .
< ¥

M365 Copilot ®
Al-generated content may be incorrect



% Z0)| @ Researcher > Recent Australian SMB Employment Law Changes Summary

() Newchat & Researcher

Q) Search

My Library Finalizing pay policy updates...

i& Create

¥ Frontier Policy Section

Agents Leave and absences Parental leave
@ Researcher policy

4 Analyst

B8 Prompt Coach

© Skilis {Frontier)

@ Microsoft 365 Admin
Leaming (Frontier)
(@ New agent

+ All agents

Notebooks
&} Construction Project for Clie...
&1 Fabrikam Mobile Banking A...

+ All notebooks

Flexible work policy After-hours contact

Chats Q s .
S (Right to Disconnect)

Recent Australian SMB Employ...

Draft updated policy text for each sectior
Using Workforce Insights for Pla... N

B8 Apps

®& Rishona Elijah + [>. Computer use  o/° Sources

P 2
T

Considering adding 3 "Compliance” section to the payroll document, explicitly covering minimum wage, penalty rates, and wage.

Change Needed Priority

Update to reflect new High
entitlements.
Government Paid
Parental Leave has been
extended to 24 weeks
(from 18 weeks) for
births or adoptions from
1July 2025 beswickiynch
Also add that any
employer-paid parental
leave cannot be
cancelled due to
stillbirth or infant
death, in line with
“Baby Priya’s law” (Fair
Work Amendment 2025)

hcamag =1 |

Add a section on the High

“right to disconnect”

Summarise the legal nisks if policies aren’t updated

R (=]

M365 Copilot @

.-'-.‘.-ge.lerat-:-d content may be incorrect

})
—

€




o

() New chat
Q) Search
iy Library
§21 Create

5% Frontier
Agents

@ Ressarcher
7 Analyst

B4 Prompt Coach
8 Skills (Frontier)
Workforce Insights (Frontier)
o EcoSense sales assistant

(J@ Newagent

+ All agents

Notebooks

)

£ Construction Project for Clie...

€ Fabrikam Mobile Banking A...

+ All notebooks

Chats Q

Recent Australian SMB Employ...

Using Workforce Insights for Pla...

B8 Apps
Rt Rishona Elijah

M365 Copilot @

@ Researcher > Recent Australian SMB Employment Law Changes Summary

Create an
infographic

summarising
results

B
@

must now include the A
amount of any
deduction and the
name (or name and
number) of the account
the deduction is paid
into @merk  (as required
from Dec 2023).
Reinforce that complete
and accurate
employment records
must be kept (at least
for the minimum
retention period), since
penalties for record-
keeping breaches have
increased under Fair
Work laws faimwork +3

4

Sources @ wo [l >

Convert to

& Word & Powerboint '¥| PDF &, Infographic

'| Infographic

-+ °R Computeruse o Sources

Al-generated content may be incomect




@

Sources @ wo [l >

Convert to

@& Word

069

& Researcher

ﬁ PowerPoint

+ ~

o

name (or nan
number) of tt
the deduction
into f&irwork (g
from Dec 202
Reinforce that
and accurate

employment 1
must be kept

for the minim
retention peri
penalties forr
keeping breac
increased und
Woark laws  fair

»

¢| Infographic

v

Al-generated content may be incorrect

Workplace Policy Compliance Updates

rreview @D ©

v

€ ¥

C

Workplace Policy Compliance

Key Legislative Updates & Required Policy Changes

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

Key Takeaways

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

* Right to Disconnect: Employees can refuse after-hours
contact from 26 Aug 2025.

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

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

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

Flow: Casual Conversion Process

12+ months of continuous service
» Employee submits conversion request
» Employer assesses eligibility

» Decision must be provided in writing

Refusals require valid business grounds

updates.

Timeline of Key Changes

®Dec 2023

New pay slip requirements: include deduction amount and account
details.

@1 Jan 2025

Intentional wage underpayment becomes a criminal offence.

®1 July 2025
Paid Parental Leave extended to 24 weeks,

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

Policy Updates Required

* Leave & Absences: Update parental leave for 24 weeks
& Baby Priya's Law.

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

e Payroll: Emphasize wage compliance and criminal
nanaltiac



Share your

findings with
HR

must be kept
for the minim
retention peri
penalties for r
keeping breac

increased und

Work laws fair

L] »

Sources @ wo | >

Convert to
@ Word & rowerPoint | PDF QI Infographic
0.6 @ 4=

& Researcher

e K

I ¥

Workplace Policy Compliance Updates

“ Preview ‘) @

Workplace

Key Legislative Upd

A concise summary of critical

Key Takeaways

* Parental Leave: Extended to 24 weeks from 1 July

* Right to Disconnect: Employees can refuse after-t
contact from 26 Aug 2025,

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

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

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

Flow: Casual Conversion Process

* 12+ months of continuous service
* Employee submits conversion request

* Employer assesses eligibility

=]

e Decision must be provided in writing

Al-generated content may be incorrect

e Refusals require valid business grounds

B Page link

Access to this page only

Page link

Access 1 Yhis page anly

Copy component
Embed and provide access to this page

in supported Merosoft 365 apps

@1 Jan 2025

Intentional wage underpayment becomes a criminal offence.

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

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

Policy Updates Required

e Leave & Absences: Update parental leave for 24 weeks
& Baby Priya's Law.

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

e Payroll: Emphasize wage compliance and criminal
nanaltinc




Aanage initiatives with

Notebooks




Notebooks IKLODIS

Al workspace that grounds Copilot answers in your selected files

« Job vacancy
Job description, requirements,
resumes

0 )
« Current project or client o =

Meeting transcriptS, CO ntracts’ notes Create your Al-powered notebook customized to the

content that matters most

« Team offsite
m adm

Agenda, logistics, attendee list

« Customer issue
Support tickets, emails, resolution
steps

« Stakeholder presentation
Slides, talking points, Q&A prep
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~» €D Work Web Auto - ©

Microsoft 365 Admin

@ Learning (Frontier)

08 Mevcagert Hi there, try asking, ‘'what can you do?"

+ All agents

Open
(5] Fabrikam Mobile Ba N Ote boo ks i n

B Horizon Energy Cont CO p i I Ot C h at

Chats k

Supplier Agreement Comparisc

&

«++ All notebooks a o

What's the latest from Microsoft Who is currently led by person?

Top Social Media Trends for Fit Powey: Appe.. organised by...

You edited Is a close collaborator

Daily Briefing: Emails, Meetings, ...

Daily Briefing: Emails, Meetings, ... See more v

B Apps
Re Rishona Elijah

M365 Copilot @




/]

« Analyst

B Prompt Coach

€ Skills (Frontier)

e Microsoft 365 Admin
Learning (Frontier)

(J& New agent

+ All agents

Notebooks

B rabrikam Mobile g Ap...

B Horizon Energy Contract

« All notebooks

Chats

Q

Supplier Agreement Comparison ...

B Apps
RE Rishona Elijah

M365 Copilot ®

Your notebooks

Favourites Shared with you

All notebooks

+

Tips

New notebook

Fabrikam Mobile Banking App Strategic Report 2025

Horizon Energy Contract

Performance Review

Financial Wellness App

Create a new

notebook

e New notebook

Yesterday

Yesterday

Yesterday

Yesterday

L3



2

.4 Analyst

B¥ Prompt Coach

e Skills (Frontier)

@ Microsoft 365 Admin
Learning (Frontier)

{J& New agent

+ All agents

Notebooks

B Fabrikam Mobile Banking Ap...

B Horizon Energy Contract

+++ All notebooks

Chats Q
Supplier Agreement Comparison ...
Top Social Media Trends for Fitne...

Daily Briefing: Emails, Meetings, ...

B8 Apps
Re Rishona Elijah

M365 Copilot ®

Construction Project for Client X

Add references

& & & @»

Selected references:

Construction Sector Litigation
Created November 6th, 2025

Hospital Construction Project
QOpened by you August 14th, 2025

@ Hospital Constru...

= @

-

(Q Construction

Construction Sector Litigation Trends and Insights
Opened by you November 6th, 2025

Add TIeS &

Hospital Construction Compliance Checklist
Openad by you November 27th, 2025

X @i Hospital Constru...




o

+¢ Analyst

B Prompt Coach

& Sskills (Frontien)

o Microsoft 365 Admin
Learning (Frontier)
{Ja New agent

+ All agents

Notebooks

B rabrikam Mobile Banking Ap...

B Horizon Energy Contract

«s+ All notebooks

Chats Q

Supplier Agreement Comparison ...

B Apps
RE Rishona Elijah

M365 Copilot @

a Construction Project for Client X

Add Copilot instructions Tell Copilot how to respond in this notebook.

Ask Copilot about your references or another topic for this noteboo

+ @ Researcher

6 ) Get audio overview

() Get audio overview

References  Chats

Word Excel

+ New page

g Hospital Construction Project

Just now



L D

- e A e
® ° °
(o New agent g Construction Project for Client
- All agents 3 Play audio
Add Copilot instructions Tell Copilot how to respond in this notebook.
Notebooks

2] Fabrikam Mobile Banking Ap...

Bl Horizon Energy Contract Ask Copilot about your references or another topic for this notebook.

«s«= All notebooks

—|— 6“ Researcher

Chats Q

**+ Construction Project for Client X 00:00 /05:18 X

Supplier Agreement Comparison ...

£ = +
11l g
Top Social Media Trends for Fitne... T 15 > ('/

e . : & Save to OneDrive
Daily Briefing: Emails, Meetings, A...

Al-generated content may be incorrect
References  Chats

B Apps

RE Rishona Elijah
Word Excel
M365 Copilot ©

v
4




Construction Project for Client X 3 payaudio

Add Copilot instructions Tell Copilot how to respond in this notebook.

From the uploaded files, extract all milestones, deadlines, and current status updates. Create a
timeline grouped by phase (Planning, Design, Procurement, Construction, Commissioning, Handover).

—I— @ Researcher

Chat about
your files

References Chats —|—

Word Excel R

+ New page

g, Hospital Construction Project 3m ago



o

(O New chat

Q Search

iy Library
f&r Create

Frontier

Agents

& Researcher

4 Analyst

B Prompt Coach

e Skills (Frontier)

Health Day Support Bot
@ Microsoft 365 Admin

(Jo New agent

-+ All agents

Notebooks

&

B Fabrikam Mobile Banking Ap...

B8 Apps
RE Rishona Elijah

M365 Copilot ®

< Your notebooks

Construction Project for Client X = 63 cetaudio overview

Add Copilot instructions Tell Copilot how to respond in this notebook.

References

Access past

notebook
chats

References Chats

£ Project Milestones and Timeline by Phase

£ Project Milestones and Timeline by Phase

Just now

©

B3 -

)



o
(O New chat E:j Shﬂre

Q. Search

iy Library

&1 Create

£ Frontier

Agents

i Construction Project for Client X

@ Researcher
e Avery Blake X

4 Analyst Invite members with name or email

B¥ Prompt Coach S h a re
SS— notebook with
@ Microsoft 365 Admin te dm

(Jo New agent

All notebook content and links are shared. Chats and audio overviews stay
private. Learn more

People (1)

RE  Rishona Elijah

+ All agents

Notebooks

B Fabrikam Mobile Banking Ap...

B8 Apps
Re Rishona Elijah

M365 Copilot @






Create a contract renewals tracker /IKLODIS

You need a simple way to
manage supplier contract
renewals and notice periods.

UNTIFS{Contracts{Days to End],”>-0",Contracts|[Days to End],"<~30")

A B { ) E f
! P Contract Renewals Dashboard

Ax of:

| Window _ |Contracts Due ‘Annu:l Value Due

You decide to use Excel to
build a tracker tool and
dashboard.




@l Contract Renewal Tracker <g ~ A Search for tools, help, and more (Alt + Q) €03 @

File' Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw (2 Comments “\= Catch up /7 Editing ~ (# Share ~
LTj X Calibri (Body) v L 11 A VU [?] I%I = ceneral y & Conditional Formatting v | g@p Insert ~ s v 2. 9
Paste (& B I U Db A - - - > $€v % 9 ‘B B 67 Format As Table v cﬂ.ﬁDeIete ’ & v Q v Add-ins | Copilot
v & v G oy A v <= v P Cell Styles ~ €% Format v v v
Clipboard Font Alignment MNumber Styles Cells Editing Add-ins ' Chat ~
13 v £ _ 5
A
A B C D E F G H | J K L M
1
2
3] 9
4 2
5 :
Copilot
6
v
7 Open a blank
8
9 Excel and @ Chat
10 -
11 open Copilot
12
1 pane
14
15
16 v
3

= Sheetl -+

[

Workbook Statistics \ oF  — 130% v 4




@l Contract Renewal Tracker (g v L Search for tools, help, and more (Alt + Q) £33

Fle Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw (2 Comments “\~ Catch up £7 Editing v (# Share -
D:j &% Calibri (Body) R G = = eneral y 5 Conditional Formatting v | gp Insert v s .o g
U D ak A R - = = v v )
Paste 0 B I U 2 s A & T v $€v % 9 B B 67 Format As Table g Delete & v Q ~ | Add-ins | Copilot
v & 2 Y pouble Underline S = v 37 Cell Styles v &% Format v v v
Clipboard FOTIL Alignment Mumber Styles Cells Editing Add-ins e
13 S ch '
a
A B C D E F G H | J = © s O X
1
2 - -
= Need insights? Just ask
4
5
6
7 |
Message Copilot
8
i Agent mode (Frontier)
11 I : , Agent mode (Frontier)
19 "E"'” oW d IrE‘Ct Eld ItS -I:':l }I'Ill:]u rwWo rI":I:'E'E' k‘ @ Allow direct edits to your workbook
13 Designer
14 Create images from a description
15
16 v
4 S b Tell me best practices for this workbook regarding data
= Sheetl + cleansing

A

Workbook Statistics v @ & — 130% v~ + L.




@l Contract Renewal Tracker v £ Search for tools, help, and more (Alt + Q) £03 @

Fle Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw (J Comments = “w» Catchup /7 Editing v
|*i E C:ibr;iBodI}:] D v ln 1;{\ v [? [%] — — 5 ? (:ondittiTa:—F;rmatting v i |[;15|ertt v S 2. @ .‘,b
Paste v oL as A - — —= y Lo o % Format As Table v o Delete ~ O~ Qv Addins | Copilot
v & o Gy A v S 3= v = Bex % 9 % % IF Cell Styles ~ % Format v v v
Clipboard Font Alignment Number Styles Cells Editing Add-ins hd
13 ~ fx '
&
A B C D E F G H J <& Chat Auto v [Ef X
1
2
3 |
: Edit with agent mode
6 . @ You are using Frontier features.
; Build a contract renewals tracker for a small
8 business.
9 . Build a contract renewals tracker for a small
. Create sample data for 15 supplier contracts. business.
. Create sample data for 15 supplier contracts.
11 Include: supplier, contract type, start date, end include: supplier, contract type, start date, end
12 . . date, notice days, owner, annual value, risk
date, notice days, owner, annual value, risk notes|
13
14 notes. &G x @ ©
15
16 v
4 CEEEEE—— >

= Sheetl




: @) 7N
33 [ | Contract Renewals Tracker &g ~ A Search for tools, help, and more (Alt + Q) 03 '\\ E/'
File' Home |Insert Share Pagelayout Formulas Data Review View Automate Help Draw  Table Design (J Comments  “~ Catchup /@ Editing v
= X o " . . _ Conditional Formatting ~ Insert ~ w A oo »
) | ’ Calibri (Body) o1y AT AT @ S == General v = o z Z? Q oo / |
Paste (] B 7 U Db i v & v A o E] - —= e % 9 G 7 Format As Table v d Delete ~ €% o Find& | Adduins Copilot
. = = w - — - )
v & R 7 ¥ Cell Styles ¢ Format v Filter~ Select~ v v
Undo Clipboard Font Alignment Number Styles Cells Editing Add-ins h
B13 v fx Facilities - Security o
o A
c & ) L c = & Chat Auto v X

1 B3 Contract Renewals Tracker I

2 riods, owners, value, and renewal risk.

E2 Contract Renewals Tracker built! | created a clean, ready-to-use tracker on Sheet1 with 15 sample
supplier contracts and all the fields you requested:

= Supplier

= Contract Type
» Start Date

= End Date

» Notice Days

= Owner

= Annual Value
- Risk Notes

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

» Notice Date (auto-calculated)

)  Blstart Date [BEnd Date B|Notice Days B|owner [BJ/Annual Vaiue B[RiskNotes |
Ifillment 2024-04-15 2025-04-14 45 1. Rivera $52,000 Peak season capacity
11 negotiate guaranteed
tricity 2024-08-01 2026-07-31 60 M. Chen $68,000 Market volatility; con:
12 fixed-rate extension.
urity 2024-09-01 2025-08-31 60 S. Johnson 536,000 Incident response tim
13 improvement; audit lc
quarterly.
zes 2023-03-01 2025-02-28 30 D. Williams 515,000 Usage declining; right
14 contract and remove |
2024-05-01 2025-04-30 14 K. Nguyen 58,000 Low notice period; en
15 backup vendor identit
16 % DR 2024-12-01 2026-11-30 90 A. Patel $33,000 High criticality; test re_
4 O ' N b
= Sheetl +
Workbook Statistics

Describe what you'd like to create or edit

@

af X

Al-generated content may be incorrect

v B @ & — 100% v 4+ ]



File

£

Undo

1

I/’R g\l

N

@l Contract Renewals Tracker <g ~ £ Search for tools, help, and more (Alt + Q) 503
Home Insert Share  Page Layout Formulas Data  Review View Automate Help Draw  Table Design (I Comments ~ «\~ Catchup | @ Editing v
= ’, Conditional Formatting v Insert ~ v iy oo o
|. X Calibri (Body) v 11 oy 8 A S = Number v & ? & -~ Z? Q oo) / )
e O B 7 U D obic a . . BT Sev % 9 G g oA @Deete © @~ sona Fnaa | Adns | Copiot
. = w= i - - — )
v & S¢oxE 'y ¥ Cell Styles &% Format v Filterv Select~ v v
Clipboard Font Alignment Number Styles Cells Editing Add-ins
o _[@[End Date]]-TODAY() I
F 3
i © H | &  Chat Auto v

intract Renewals Tracker I

: 8 owner [ Annual Value [lIRiskNotes  [Bl|Notice Date [l Days to End [l status |

11

12

13

14

15

16

J. Rivera 552,000
M. Chen $68,000
S. Jlohnson 536,000

D. Williams 515,000
$8,000

K. Nguyen

A. Patel $33,000

Peak season capacity constraints; 2025-02-28

negotiate guaranteed volume.

Market volatility; consider

fixed-rate extension.

Incident response time needs
improvement; audit logs
quarterly.

Usage declining; right-size

contract and remove minimums.

Low notice period; ensure

backup vendor identified.

High criticality; test restores

= Sheetl +

Workbook Statistics

2026-06-01

2025-07-02

2025-01-29

2025-04-16

2026-09-01

T WuluaLL 1 ype

« Start Date

= End Date

» Notice Days
* Owner

= Annual Value
= Risk Notes

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

» Notice Date (auto-calculated)
= Days to End (auto-calculated vs. today)
= Status (Active / Due Soon / In Notice Window / Expired)

Visual alerts included: "Days to End" is conditionally highlighted so items nearing renewal pop
immediately.

-288 Expired
185 Active
-149 Expired
-333 Expired
-272 Expired
307 Active
v
»

Describe what you'd like to create or edit

of x ©

Al-generated content may be incorrect

v @ @ & — [100% v | +
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520 @l Contract Renewals Tracker {g ~ A2 Search for tools, help, and more (Alt + Q) $0% '\ E/|
Fle Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw Table Design (J Comments = A~ Catchup = 7 Editing v = [GEICICEN

= { Calibri (Body) v T v . Conditional Formatting v Insert ~ oo .
O n X y @ SRS = Custom v = ’ o > ov & o) J |
b A = = - -
baste O B 7 U D b A" A E] - = v % 9 o B fi7 Format As Table d@ Delete O+ Q~ Addins | Copiot
v I Hi v Oy A v =< v= W ov F Cell Styles ~ % Format v v v
Undo Clipboard Font Alignment Nurmber Styles Cells Editing Add-ins b
111 v fx =[@[End Date]]-[@[MNotice Days]] v
&
A B C D E F G H | ] K

2 |Track supplier contract dates, notice periods, owners, value, and renewal risk.

1 @ Contract Renewals Tracker I

] supplie Contract Type Start Date [8End Date |8 Notice Days [Blowner [B|/Annual Value ElRiskNotes [ Notice Date [BlDaystond Bllswatus |8
RapidShip Logistics Shipping & Fulfillment 2024-04-15 2025-04-14 45 J. Rivera $52,000 Peak season capacity constraints; | 2025-02-28 -288 Expired
11 negotiate guaranteed volume.
GreenWatt Energy Utilities - Electricity 2024-08-01 2026-07-31 60 M. Chen 568,000 Market volatility; consider 2026-06-01 185 Active
12 fixed-rate extension.
Securelock Security Facilities - Security 2024-09-01 2025-08-31 60 S. Johnson 536,000 Incident response time needs 2025-07-02 -149 Expired
13 improvement; audit logs
quarterly.
PrintPro Solutions Printing Services 2023-03-01 2025-02-28 30 D. Williams §15,000 Usage declining; right-size 2025-01-29 -333 Expired
14 contract and remove minimums.
FreshBrew Catering Catering 2024-05-01 2025-04-30 14 K. Nguyen $8,000 Low notice period; ensure 2025-04-16 -272 Expired
15 backup vendor identified.
- DataVault Backup Data Backup & DR 2024-12-01 2026-11-30 90 A. Patel 533,000 High criticality; test restores 2026-09-01 307 Active

. _____________________________________________________________________________________________________________J

= Sheetl

_I_




Help

Draw

Table Design

B Conditional Formatting ~

fi?7 Format As Table v

IF Cell Styles v

Contract Renewals Tracker ~ L Search for tools, help, and more (Alt + Q)
File Home Insert Share Pagelayout Formulas Data Review View  Automate
s {, Calibri (Body) A N v
= | UJ & y . E] Q = Custom hd
U D zb A" aY = =
Paste @ B I Y 2 8 A A - __ ) €~ % 9 ‘b ‘B
- % e w Oo w ﬂ w -< >= VZ w
Undo Clipboard Font Alignment Murmbrer
111 v R =[@[End Date]]-[@[Motice Days]]
A B C D E F

1 B Contract Renewals Tracker

2 Track supplier contract dates, notice periods, owners, value, and renewal risk.
=l Dplie

RapidShip Logistics

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

1. Rivera

$52,000

Contract Type B Start Date B End Date [B|Notice Days [Bllowner [/ Annual value B Risk Notes

Peak season ¢

11 neegotiate gua
| ceemetEne®  Create a dashboard sheet. Show renewals in 30, 60, 90

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

PrintPro Solutions Printing Services 20230301 20250228 30 D. Williams  $15,000 Usage dechinit
14 contract and r

FreshBrew Catering Catering 2024-05-01 2025-04-30 14 K. Nguyen $8,000 Low notice pe
15 backup vendo
6 DataVault Backup Data Backup & DR 2024-12-01 2026-11-30 90 A. Patel 533,000

L.

= Sheetl -+

High l:riticalit\.'

-

e (9

(J Comments = Catch up f Editing ~ (® Share ~
Insert ~ oo
& rop B 0
45 Delete ~ O~ Q v | Add-ins | Copilot
% Format v v v
Cells Editing Add-ins e
T
A
< Chat Auto v X

Edit with agent mode

@ You are using Frontier features.

Create a dashboard sheet. Show renewals in 30, 60, 90
days and a list of high risk contracts. Add one chart and

keep it simple.

of x ©




@  Contract Renewals Tracker ~ L Search for tools, help, and more (Alt + Q) £03
Filee Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw Table Design (J Comments = <= 7 Editing v | [MEESIEICES
= { Calibri (Body) v 11 v . Conditional Formatting ~ Insert ~ 0o
5 | 0 % SRS == Custom v = & > v Bd~ @ .;h
U D g5 A" A E] = —= Format As Table v Delete ~ ) ]
Paste @ B [/ Y L A A $E~ % 9 @ C[:é} O v Q v Add-ins | Copilot
v & e O v A v S< 3= v IF Cell Styles ~ &% Format ~ v v
Undo Clipboard Font Alignment MNumber Styles Cells Editing Add-ins ~
111 v fx =[@[End Date]]-[@[MNotice Days]] ~
C D = i © . I & Chat Auto ~ X
1 @ Contract Renewals Tracker
2 | owners, value, and renewal risk. Create a dashboard sheet. Show renewals in 30, 60,
90 days and a list of high risk contracts. Add one
nt 2024-04-15 2025-04-14 45 J. Rivera $52,000 Peak season capacity constraints; | 2025-02-28 -2 chart and keep it simple.
11 negotiate guaranteed volume.
& Copilot
f 2024-08-01  2026-07-31 60 M. Chen 568,000 Market volatility; consider 2026-06-01 18 :
Reasoned in 8 steps >
12 fixed-rate extension.
2024-09-01 2025-08-31 60 5. Johnson  $36,000 Incident response time needs ~ 2025-07-02 -1 I Dashboard created! |4
13 improvement; audit logs
quarterly. | added a new "Dashboard” sheet that shows:
2023-03-01 2025-02-28 30 D. Williams $15,000 Usage declining; right-size 2025-01-29 -3 - Renewals due in 0-30, 31-60, and 61-90 days (with
14 contract and remove minimums. count + total annual value)
- A High-Risk Active Contracts list (sorted by Annual
2024-05-01 2025-04-30 14 K. Nguyen $8,000 Low notice period; ensure 2025-04-16 =% Value, only non-expired)
15 backup vendor identified.
Describe what you'd like to create or edit
16 2024-12-01 2026-11-30 90 A. Patel $33,000 High criticality; test restores 2026-09-01 30
semi-annually. v af X ©
4 — [
= Sheetl Dashboard + Al-generated content may be incorrect



i3 @@ Contract Renewals Tracker ¢g v L Search for tools, help, and more (Alt + Q) 5 ‘

Filee Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw (J Comments =~ A~ Catchup =/ Editing v
o [—E“] X Calibri (Body) v 11> G = l@ = — . B Conditional Formatting v = &p Insert ~ 5 . 2 j\ g
Paite O B 7 U D sb A" A = = = " v % e A R fi? Format As Table v 4 Delete ~ O~ Qv Addins | Copiot
v & H va « &4 ~ =< = W F Cell Styles v &% Format v v K
Undo Clipboard Font Alignment Number Styles Cells Editing Add-ins v
B6 v fx =COUNTIFS(Contracts[Days to End],">=0",Contracts[Days to End],"<=30") v
| A B Cc D E F G H | J K L M N 0 P
1 B Contract Renewals Dashboard
2 Simple view of upcoming renewals and high-risk active contracts
3 As of: 2026-01-27
4
5 Renewal Window |Contracts Due |Annual Value Due
6[0-30 days . $42,000 Renewals Due (Count)
7 31-60 days 0 S0 1
8 61-90 days 0 S0
9 1
10 @ High-Risk Active Contracts (sorted by Annual Value) 1
11 Supplier Owner End Date Annual Value
12 GreenWatt Energy M. Chen 2026-07-31 $68,000| !
13 Northwind IT A. Patel 2026-01-31 $42,000
14 DataVault Backup A. Patel 2026-11-30 $33,000| °
15 o
16
17 0
18 0-30 days 31-60 days 61-90 days
19
20

b
= Sheet1] Dashboard
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Create an HR self-service agent for employees /IKLODiS

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

To improve service and
ensure consistent answers,
you decide to build a self-
service tool for staff.
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sharepoirt
Upload the

policies to a
Home T Upload v Edit in grid view /% Al actions v COm pa ny_W|de
SharePoint site.

Adatum Corporation Policies

Documents Documents [ -

Notebook ﬁ Mame -~ Medified (50 Meodified By ~ + Add column

Pages @ ~Adatum Code of Conduct and Workplace Behavior.docx A few seconds ago Rishona Elijah
Site contents @ ~Adatum Employee Benefits Policy.docx A few seconds ago Elijah
Recycle bin @ “Adatum Leave of Absence Policy.docx A few seconds ago Rishona Elijah
Edit @ ~Adatum Promotion and Career Development Policy.docx A few seconds ago Rishona Elijah

@ ~Adatum Relocation Paolicy.docx A few seconds ago Rishona Elijah

@ ~Adatum Remaote Work and Flexible Schedule Policy.docx A few seconds ago Rishona Elijah




] D Work Web

Go to Copilot

| M Newchat

Q Search Chat and
W Library What can | help you witie (==X B[\

f&r Create

@ Fronte agent

Agents
@ Researcher |Message Copilot
«¢ Analyst —
+ 3 Tools G
B¥ Prompt Coach
& Skills (Frontier)
¢ av =
Weddme limigns (rontel) When's my next meeting with List key points from Contract Provide a comprehensive
Eiibanss salas assiciant cameron@rishonamvp.onmicro... Renewals Tracker.xlsx summary of my emails about th...
Is a close collaborator You edited
</¢\) New agent
See more v

- All agents

2 o (Jo New agent

RE Rishona Elijah

M365 Copilot ©




Agents /IKLODIS

“

Copilot -+ Agents
Every employee Every business
has a Copilot process transformed

by agents




Common uses /IKKODIS

& 5]




™

QY Library

f&7 Create

Frontier

Agents

& Researcher
Analyst
Prompt Coach
Skills (Frontier)
Waorkforce Insights (Frontier)
EcoSense sales assistant
New agent

+ All agents

Apps
Rishona Elijah

M365 Copilot ®

Q Agent Builder > New Agent

Configure Try it

Describe

Create an ac

Create an HR support agent to answer common questions

@ Add content

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

cookies



o D @ AgentBuilder > New Agent

Iy Library

@ Describe Configure Try it
Create

Frontier Describe your
Agents agent

& Researcher

Analyst Create an agent that works the way you do

Prompt Coach

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

Workforce Insights (Frontier) . y

documents that are assigned to this agent as knowledge sources.

EcoSense sales assistant

New agent @ Add content

+ All agents

Apps

Rishona Elijah

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

M365 Copilot ®@

cookies




%

00y Library

f&r Create

Frontier

Agents

& Researcher

«¢ Analyst

B Prompt Coach

8 skills (Frontier)

@ Workforce Insights (Frontier)

EcoSense sales assistant
New agent

+ All agents

Notebooks

[ Performance Review
B Financial Wellness App

+ All notebooks

Apps
Rishona Elijah

M365 Copilot ©

D)

@ AgentBuilder > HR Self-Service Assistant
Describe Configure

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

this agent as knowledge sources.

&) Copilot

The agent HR Self-Service Assistant has been created

with the following core setup:

» Purpose: Answers employee HR questions strictly

using only the approved HR policy documents

lad~o cm

Message Copilot

Z

@ Draft auto-saved Create

Agent preview

D

HR Self-Service Assistant

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

Type your message

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

() New chat



0N Library

{8 Create

Frontier

Agents

& Researcher

o« Analyst

B Prompt Coach

© skills (Frontier)

@ Workforce Insights (Frontier)

a EcoSense sales assistant
New agent

+ All agents

MNotebooks

E| Performance Review

a5 Apps
RE Rishona Elijah

M365 Copilot @

@ AgentBuilder > HR Self-Service Assistant

Describe Configure

Template: &  None

Details

Y Configure

Name

HR Self-Service Assistant

Description @

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

Instructions @

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

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

- 'U‘nin‘l'nir\ = Hrnfﬂcc‘innn| ("nnrica ;H"\.I'"I FIQ.T-II’ tna \ﬂ!hﬂr\ [aialaalaall |nir:-|+inﬂ \ﬂ.Ji+h ﬂmﬂlnllﬂﬂc‘

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




Iy Library

f&r Create

Frontier

Agents

@ Researcher

« Analyst

B Prompt Coach

© skills (Frontier)

@ Workforce Insights (Frontier)

a EcoSense sales assistant
New agent

- All agents

Notebooks

E Performance Review

ae] Apps
RE Rishona Elijah

M365 Copilot @

@ AgentBuilder > HR Self-Service Assistant

Describe Configure Try it

Instructions @

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

# Guidelines

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

- Maintain a professional, concise, and clear tone when communicating with employees.

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

# Skills

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

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

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

# Step-by-Step Interaction

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

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

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

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

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

N 1

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




™ @ AgentBuilder > HR Self-Service Assistant

IV Library
i Describe Configure Try it
Create

Frontier

Knowledge C ©

Agents

@ Rescarcher Choose the sources your agent will use to generate responses

o+ Analyst Add files, meetings, chats, emails, and websites ®
" Y @ 44N
B Prompt Coach & al m —

© Skills (Frontier)

Enter a URL or name or drop files here

Workforce Insights (Frontier)

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

New agent
Only use specified sources ©®

All agents

Reference org chart and profile info ©®

Notebooks

B Performance Review

B8 Apps Capabilities

RE Rishona Elijah

Commtbn Adaciimanmbs aAlhavis amd cada ~

M365 Copilot ©

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




.ﬁ

(% Library

f&r Create

Frontier

Agents

& Researcher

o Analyst

B Prompt Coach

© skills (Frontier)

@ Workforce Insights (Frontier)

EcoSense sales assistant
New agent

- All agents

Notebooks

E Performance Review

aa] Apps
RE Rishona Elijah

M365 Copilot @

)

@ Agent Builder > HR Self-Service Assistant

Describe Configure

Knowledge C ©

Choose the sources your agent will use to generate responses

Add files, meetings, chats, emails, and websites ©®
L X ] Al
S o R &

Enter a URL or name or drop files here

Select the
SharePoint site
as a knowledge

source

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

Only use specified sources @

Reference org chart and profile info ®

SharePoint

3 Adatum Corporation Policies

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




& Agent Builder > HR Self-Service Assistant

I Library

i Describe Configure Try it
Create

Frontier

SharePoint
Agents
& Researcher 6 Adatum Corporation Policies
4 Analyst

B Prompt Coach Capabilities

© skills (Frontier)
Create documents, charts, and code ®

@ Workforce Insights (Frontier)

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

a EcoSense sales assistant G a &

New agent

Create images
=+ All agents
Create visual aids like images and art in response to user prompts

Notebooks

[®] Performance Review

Suggested prompts ©

HS Apps ® Add a suggested prompt

€ Rishona Eljsh (#) Add a suggested prompt

M365 Copilot @

Al-generated content may be incorrect | Copilot Studio capabi




@ AgentBuilder > HR Self-Service Assistant

v Library

0 Describe Configure Try it
Create

Frontier
Capabilities

Agents
Create documents, charts, and code @

Researcher

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

& a &

Analyst

Prompt Coach

Create images
Skills (Frontier)

Create visual aids like images and art in response to user prompts
Workforce Insights (Frontier)

EcoSense sales assistant

Suggested prompts @

New agent

Title Message
+ All agents

Leave Request How do | submit a leave request?

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

E Performance Review
Payday When are regular paydays?‘

B Apps (® Add a suggested prompt

RE Rishona Elijah

M365 Copilot @

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




™ eD @ AgentBuilder > HR Self-Service Assistant

1R Library

P Describe Configure
Create

Frontier Agent preview () New chat

Agents

& Researcher T -
4 Analyst @ ry It

B¥ Prompt Coach

O skl (Frontien HR Self-Service Assistant
Provides Adatum Corporation employees with answers to HR-related questions, using only the
@ Workforce Insights (Frontier) approved HR policy documents assigned as knowledge sources.

e EcoSense sales assistant

New agent Leave Request Promotion Criteria Payday
How do | submit a leave request? What is the general promation When are regular paydays?
* All agents criteria for moving a manager role at
Adatum?
Notebooks

B Performance Review

B Apps Type your message

RE Rishona Elijah >

M365 Copilot @

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



o @ AgentBuilder > HR Self-Service Assistant

1 Library
) Describe Configure Tryit
Create

Frontier Agent preview () New chat

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

& Researcher

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

B Prompt Coach
All information below is directly supported by the policy document. 12

© skills (Frontier)

Workforce Insights (Frontier) ¥ Pronm\tjon Crit?ria for Moving Into a Manager Role (L4 -

Principal/Manager

To be promoted into a Manager-level position at Adatum (L4 — Principal/Manager), the policy outlines several expectations and

New agent requirements:

a EcoSense sales assistant

- All agents
1. Demonstrated Next-Level Impact

Notebooks You must be consistently performing at Manager-level expectations for 2-3 consecutive quarters, including:

B Performance Review » Defining strategy rather than just executing it

B Apps Type your message

B

RE Rishona Elijah

M365 Copilot ©® Al-generated content may be incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service, By using this experience, you agree to these Terms | Privacy and cockies
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00y Library
f& Create

Frontier

Agents

@ Researcher

+ Analyst

B¥ Prompt Coach

© Sskills (Frontier)

Workforce Insights (Frontier)

EcoSense sales assistant
New agent

* All agents

Notebooks

B Performance Review

B Apps
RE Rishona Elijah

M365 Copilot ©

@ AgentBuilder > HR Self-Service Assistant

Describe

C h a n g eS Create an agent titled HR Self-Service Assistant. The purpose of this

agent is to provide Adatum Corporation's employees with answers

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

approved HR policy documents that are assigned to this agent as

knowledge sources.

@ Copilot

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

» Purpose: Answers employee HR questions strictly using only the approved HR policy documents

Respond in English (Australia) spelling. Answer questions in a friendly and approachable way. Use some
Australian slang in responses to create a local, relatable tone.

K2

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



& &) @ Agent Builder > HR Self-Service Assistant

1 Library
i Describe Configure Try it
Create

Frontier : : : ;
Respond in English (Australia) spelling. Answer ques

o friendly and approachable way. Use some Australiar

responses to create a local, relatable tone. Create

Researcher

Analyst

@& Copilot

Your agent now responds in friendly, approachable Australian English, using some Aussie slang to make

Prompt Coach

SEBRTEY it relatable to local staff. The agent's core updates are:

Workforce Insights (Frontier)  Uses Australian spelling and tone

EcoSerise sales assistant « Sprinkles in local slang (e.g., “no worries”, “give HR a bell”, “chinwag”)

« Always refers only to the assigned HR policy documents
New agent _

2] 3 | PRy SO |

* All agents
Add more HR policy documents Show a sample response from the agent &)

Notebooks

Message Copilot
[ Performance Review g P

B Apps @ Add content

RE Rishona Elijah

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




b

ﬂﬂ“ Library
% Create

Frontier

Agents

& Researcher

« Analyst

B Prompt Coach

& Sskills (Frontier)

HR Self-Service Assistant

=) Workforce Insights (Frontier)
New agent

+ All agents

Notebooks

B Performance Review

B Apps
RE Rishona Elijah

M365 Copilot ©

Your agent was created successfully!

This agent is currently private and only available to you.

Go to agent

Share




b E0) HR Self-Service Assistant ©

Today
0y Library

B% Create )
How do | submit a leave request?

Frontier

HR Self-Service Assistant

Agents

@ Researcher Too easy, Rishona! Here's how to submit a leave request according to the Adatum Leave of Absence Policy:

4 Analyst » How to Submit a Leave Request

& Prompt Coach Straight from the policy:

© Skills (Frontier)

+ Let your manager know you'll be taking leave. B Adatum Leave of Abs..

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

@ Adatum Leave of Abs...

o

4) Workforce Insights (Frontier)
» Provide any required documentation (like a medical certificate) within 15 days of submitting your

% New agent request. &8 Adatum Leave of Abs..

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

Notebook >
e What types of leave can | apply for? How do | check my leave balance? NG

[ Performance Review

Message Copilot
aa] Apps

RE Rishona Elijah EE

M365 Copilot ©

Al-generated content may be incorrect
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Draft an announcement /IKLODIS

Your agent is built, tested, il
and ready to share with o —
Staﬁ. y fere are five o

I multiple d

[} R Sel-Se ut = SRt " A1 2 - = 2 thr nents.
l | Se ( :O p I I Ot to I l e I p yo l I To support a smoother employee experience, Adatum has launched the HR Self Service Assistant

draft a Teams post
message about the agent.




Start a new
Copilot chat

~ ER Work Web

Q. Search k

Iy Library

R Create Hi, how can | help? and enter
Frontier prOm pt

Agents
@ Researcher As the HR Analyst at Adatum Corporation, I've been tasked with creating a company-wide launch 4
I announcement for an employee community post. Adatum is introducing the HR Self-Service Assistant, a
o nalys § 5 . :
4 new Copilot agent designed to help employees get instant answers to HR questions about company
B¥ Prompt Coach policies, benefits, leave, and more.

O sklls (Frontier) | plan to publish the announcement in Microsoft Teams to maximize awareness and encourage

HR Saff Sarvice Ascistarit engagement across our workforce. Can you draft this announcement for me?

Workforce Insights (Frontier) il 2 Tools

©

(Jo New agent

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

RE Rishona Elijah

M365 Copilot ©
See more Vv




o

(O New chat

Q. search

My Library

f?y Create

£9 Frontier
Agents

4&» Researcher
.4 Analyst

B¥ Prompt Coach
& skills (Frontier)
@ HR self-service Assistant

g Workforce Insights (Frontier)

All agents

] Performance Review
B Financial Wellness App

All notebooks

Chats Q

Company-wide Launch Announ...

B Apps
RE Rishona Elijah

M365 Copilot @

i

Work Web

@) copilot ®

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

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

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

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

designed to give every employee quick, accurate and easy access to HR information—right when you need it.
The HR Self-Service Assistant helps you get instant answers to common questions about:

+ Company policies

+ Leave and entitlements

» Benefits and wellbeing programs
+ Performance and development

» HR processes and workflows

* And more

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

the assistant provides clear guidance in seconds.

Why we're introducing it

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

C

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

+ 2 Tools O e

Auto - @
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(O New chat

Q Search

0y Library
82) Create

Frontier

Agents

@ Researcher

« Analyst

B Prompt Coach

© Skills (Frontier)

HR Self-Service Assistant

Workforce Insights (Frontier)

- A

B Apps
RE Rishona Elijah

M365 Copilot ©

Work Web Auto v @

You can start using the HR Self-Service Assistant today directly in Microsoft Teams:

1. Open Teams
2. Search for HR Self-Service Assistant in the app bar
3. Start asking questions or selecting from suggested prompts

4. Use it anytime, from any device

. Your feedback matters

As we roll out this new capability, we'd love to hear what you think. Your input will help us continue

improving the experience and expanding what the assistant can do.

If you'd like, | can also create a shorter teaser version, a banner graphic, or a follow-up FAQ post—just let me

know!

Uo ; ; & B ;
= Suggest 5 alternatives for the first paragraph. Do not begin with phrase "We're excited to announce".

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

- T..‘: Tools @

Al-generated content may be incorrect
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(D) New chat

Q. Search

00y Library
i Create

Frontier

Agents

@ Researcher

o Analyst

B Prompt Coach

€ Skills (Frontier)

HR Self-Service Assistant
Workforce Insights (Frontier)

(/s New agent

* All agents

B Apps
RE Rishona Elijah

M365 Copilot @

Company-wide Launch Announcement Draft Work Web ——
Request

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

phrase "We're excited to announce”.

@& Copilot ©
Here are five alternative opening paragraphs—each suitable for a Teams announcement and none beginning

with “We're excited to announce™

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

about policies, leave, benefits and everyday HR questions.

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

accurate information on HR processes whenever you need it.

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

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

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

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

Make the announcement shorter Add a call to action at the end NG

Message Copilot

+ 2 Tools g e

~—

Al-generated content may be incorrect



Summary of M365 Copilot skills covered /IKLODIS

2/

« Copilot Chat (Work): Run and schedule daily briefings

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

« Agents: Create an agent for employee self-service
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Prompts




What are some prompts? /IKLKODIS

L-1-1 -]

Learn about projects and concepts:
“What is [Project X]?”

Se

Edit text:

“Check this product launch rationale for inconsistencies”

Transform documents:
“Transform this FAQ doc into a 10-slide onboarding guide”

R

Summarise information:
“Write a session abstract of this [presentation]”

"I
="

Create engaging content:
“Create a value proposition for [Product X]”

WQ)-







Goal, Context, Source, Expectation (GCSE)

To get the
best
response, it's
important to
focus on
some of the
key elements
when
phrasing your
Copilot
prompts.

NKLODIiS

/

4

/

Goal Context Source Expectation
/ / / /
What Why do you Which How should
: information .
response do need it and SOUFCeS or Copilot respond
you want who is samples should to best T?.et y?,ur
from Copilot?| | involved? Copilot use? expeciations:




Include the right prompt ingredients /IKLODIS

What response do you want from Copilot? Why do you need it and who is involved?

Generate 3-5 bullet points to prepare me for a
meeting with Client X to discuss their complaints.
Focus on Emails and Teams chats from the last 3

months. Use plain English and keep each bullet under
18 words.

] Which information sources or samples ( How should Copilot respond to best meet
should Copilot use? your expectations?

Source




Compare the prompts: GCSE example IKLODIS

\
Write an email to book a short recruitment
Prompt 1 phone screening.

Write a first outreach email to a job
Prompt 2 candidate to book a 15 minute phone screen

this week for the Operations Manager role.
Include 3 reasons why the role may suit

them, using the job description here [Job
Description.docx].

D D D &5
\_ /




Try 1t out: Keep iterating to improve your prompts

Help me improve my prompt:
Create an employee onboarding checklist

https://shorturl.at/wNJg9

NKLODIiS

= M365 Copilot Tech Talk

NBN Connects v Microsoft! We he
Nt SO far

What can | assist you with?

Help me improve my prempt: Create an employee onboarding
checklist

Here’s how you can improve your prompt for better results:

Be Specific About What You Want

week, month)
Ask for sections: admin tasks, cultural intro, and role-sp
steps

Example Improved Prompt “Create 3 de

for a new full-time o employee, con

and first week. Include admin, cultural, and job-specific tasks.” 12

Want to try rewording your prompt with these tips?



https://shorturl.at/wNJg9




Keep the conversation going /IKKODIS

Generating content ideas
Lead with broader requests, then give specific details about the content

Following up Storytelling assistance
on your Ask Copilot to write a story, then guide it by giving more specific, relevant details
prompts
helps you C .
collaborate Gaining insights
with Copilot, :Arfc,ll( frc])trsa summary of a specific file, then ask relevant questions to gain deeper
to gain more 2
Uﬁefu'a Translating languages
tailore Ask Copilot to translate a sentence to one of the supported languages, then ask
responses for more context or a regional dialect

Solving technical problems

Present a technical problem, then narrow it down, or ask for step-by-step
guidance




Give feedback

-~

Prompt

This sentence 1is too vague, can you b

more specific?

much better. Can you

Thank you, this 1is
please add a sentence that summarises
the main point of the paragraph?

X

Don’t give up after your first prompt if you
don’t get your ideal response. Giving Copilot
feedback let’s it adapt the output and deliver
what you expect!

\

NKLODIiS




Give examples /IKLODIS

g N

Prompt

Create me a response letter for a customer complaint for Contoso using
Customer Response Template.docx as a template for formatting.

¥

Providing a sample sentence, paragraph, or existing document to Copilot offers a
guideline and enhances the quality of the output.
This ensures it is formatted is a friendly and ideal way, minimising the time you

need to spend reviewing and mending your Copilot generated draft.
- /







Making Copilot work for you /IKKODIS

Start where

time disappears Email, meetings, reporting, and planning

Pause before a task and ask “Can

Build the habit Copilot do the first draft?”.

Treat Copilot like a junior assistant. You

First draft stay accountable.




Levels of transformation

Level 1

Level 2

Level 3

NK<L<ODIiS

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

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

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




NKLODIiS
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Q&A

Contact Akkodis Academy

Implementation | Guidance | Training | Agent Building

akkodisaustralia.com.au/ai-academy

Connect on LinkedIn:
Rishona Elijah

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



https://www.akkodisaustralia.com.au/ai-academy#page-block-xqd9arlvp7h
https://www.akkodisaustralia.com.au/ai-academy#page-block-xqd9arlvp7h
https://www.akkodisaustralia.com.au/ai-academy#page-block-xqd9arlvp7h
https://www.linkedin.com/in/rishonaelijah/
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Valentina Lazarevska

Al Adoption and Enablement Specialist,
mySMB.com




‘”)ySMB.com

Simplified Al. Human Touch.



SMBs wear many hats

Accounting

Payroll

HR and IR

Law

Sales and Marketing
Office Administration
Customer Service

And everything else

||||||||||||||||||||||



mySMB.com Always On Support Model

Al and Business support for Australian SMBs

We provide:

v Al Education and learning
Al-powered workspace to store and search documents
Ready-to-go Business and Legal Templates
Engagement — Community, Webinars & Events
Governance

Copilot Al Agents

DN N N N RN

Support




The Always On Support Model

FREE

15 min, a few times a week

High-impact micro
learning sessions on
Copilot skills your team
applies immediately.

Live

FREE

30 min, every Friday

SMBs receive briefing on
legal topics that impact
business, no matter the
size. Open to all, every
week.

Live and recorded

03 MEMBERS

Copilot Live

Weekly webinars with
live Q&A

Members-only deep
dives into Copilot
functionality, facilitated
by an expert and
shaped around known
pain points experienced
by most SMBs.

Live plus replay access

MEMBERS ONLY

Always On is a membership model built around five layers of learning, designed to grow with your business
and fit around real working life.

( FREE FOR ALL )

MEMBERS ONLY

04 MEMBERS

Copilot On Demand

Pre-recorded,
watch any time

A growing library of Al
productivity and Copilot
tutorials available to all
members.

Pre-recorded

Always on, always available to support your Al journey.

05 MEMBERS

Copilot Certified

Self-paced with a certificate

A structured course that
takes members from

Copilot basics to
confident daily use,
recognised with a
certificate on completion.

Fully self-paced

mySMBcom

Simplified Al Human Touch.



Get a plan that works for your business

Sole Trader 1-5 Employees 6-20 Employees 21-50 Employees

For Sole Traders, ready to get Al For small teams with 1-5 For Sole Traders, ready to get Al For Sole Traders, ready to get Al
into their day-to-day. employees. into their day-to-day. into their day-to-day.

$50 per month $100 per month $200 per month $417 per month
billed monthly billed monthly billed monthly billed monthly
or $560 $600 p/y, billed annually (10% or $1080 $1200 p/y, billed annually or $2160 $2400 p/y, billed annually or $4500 $5000 p/y, billed annually
Discount) 10% Discount) 10% Discount) 10% Discount)
™. Copilot license add on up ™. Copilot license add on up M™_ Copilot license add on up % Copilot license add on up

& to1luser & to 2user &7 to 4 user & to 6 user

We provide:

Microsoft 365 Licence Community Document Templates
i i i WorkSpace

Microsoft Copilot Licence P And more!

Training Marketplace

W)ySM B.com

Simplified Al. Human Touch.



www.mysmb.com/ai-read

“YSMBeon = Microsoft

Simplified Al Human Touch.

From $31 to $5 per month i
M ICFOSOft Copl IOt ” Create a free account to win a
L Microsoft Surface Laptop

Untll 31 Mquh 2026 — *Limited licenses available. Eligibility and partner terms apply

| © O

Ready to transform your business?

Member Promo

Get Al working for your business


http://www.mysmb.com/ai-ready
http://www.mysmb.com/ai-ready
http://www.mysmb.com/ai-ready

W)ySM B.com

Simplified Al. [ ETaR eI N

Thank youl!

CONTACT US

9 info@mysmb.com

Level 12, 50 Carrington Street,
Sydney, Australia

@ www.mySMB.com



nbn’

Steve Testar

Chief Executive Officer and Co-Founder
Showcase SA




THANKYOU @
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