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INSPIRE

CONNECT

THRIVE



7 MAY

CHANGEMAKER 
LUNCH 

14 MAY

EXCLUSIVE 
NETWORKING

PSYCHOLOGICAL 
SAFETY MASTERCLASS

20 MAY

GATHER ROUND LUNCH

EBONY MARINOFF
BRAD EBERT

SHANE CRAWFORD

UPCOMING EVENTS 

10 APRIL

JAMIE MCCLURG

2KW BAR & 
RESTAURANT

KRISTEN RAISON 
SAM YOUNG 

-HUMN GLOBAL



JOIN AS A SHOWCASE SA

MEMBER OR SPONSOR 
GET YOUR BRAND IN FRONT OF LEADERS IN BUSINESS & 

MAKE CONNECTIONS WITH IMPACT.





CHECK YOUR
 ADDRESS

www.nbnco.com.au
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Microsoft AI for Every Business in Australia

Shraddha Limaye 
Asia Skilling Lead – Small, Medium Enterprises 
and Channel (SME&C)
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AEmpower every user with a secure Copilot.
Transform every business process with an agent.

Our Ambition, Collective Opportunity



How do you 
empower 
your team 
to thrive in 
the AI era?

70%
of the skills used in most jobs 

will change by 2030, with 
AI emerging as a catalyst.

Work Change Report: AI is Coming to Work, LinkedIn Economic Graph, January 2025



Frontier success framework

Bend the 
curve 

on innovation

Reshape
 

business 
processes

Reinvent
 

customer 
engagement

Enrich  
 

employee 
experiences



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

Gain agent best practices at our AI Agent Hub AI agents – Microsoft Adoption

Public preview

Channels
AI teammate

Analyst
Advanced reasoning

Generally available

Excel
Data visualizations

and insights

Frontier Program

Surveys
End-to-end survey mgmt.

Generally Available

PowerPoint
Build and iterate on 

presentations

Frontier Program

Automate project mgmt.

Public preview

Project ManagerKnowledge

Public preview

Content mgmt. & organization

Researcher
Advanced reasoning

Generally available

Word
Document creation

and iteration

Frontier Program

Public preview

Communities
Community mgmt.

Generally available 

Interpreter
Multi-lingual translation

People
Colleague connector & 
collaboration planner

Frontier Program

Generally available

Facilitator
Teams meeting moderation

Organizational insights

Workforce Insights

Frontier Program

Curated AI skill building 
resources

Learning

Frontier Program

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

Jumpstart the 
creative process 

and generate 
ideas while 

writing

Marketing

Stay focused 
on closing 

deals with an 
AI assistant for 

email

Sales

Stay coordinated 
as a team to 
resolve more 

customer 
issues

Customer 

Service

Quickly search 
across all your 
data to solve 

your most complex 
problems

Finance

Simplify legal reviews and 
contract clarity

Legal

Effectively manage 
shared projects and 

track progress

Data and IT

Pros

Store, access, 
and prioritize 

notes in a 
fraction of the 

time

HR

How will AI reinvent how each team achieves their goals?



One-pager teal

Introducing AI Skills Navigator
An agentic learning space that helps individuals build career skills 

and organizations worldwide accelerate their business.

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

Rich, multimodal content

Live-like training available 
anytime with agentic support.

Skilling sessions

Personalized Al generated 
multimodal learning plans.

Skilling playlists

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

AI-generated podcasts

AISkillsNavigator.microsoft.com



Microsoft 365 Copilot Workshop:

HR and Legal

Akkodis Academy Tech Talk

Featuring

RISHONA ELIJAH
Technology Evangelist, 
Microsoft Business Applications MVP 
Expert Speaker



Akkodis Academy presents:

• AI 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

Agenda



Akkodis Academy

Akkodis Academy Fact Sheet

GLOBAL INDUSTRIES

>150 learning 

professionals

GLOBAL TECH PRACTICES

Automotive & Transportation

Aerospace & Defence

Information & Communication

Technology

Product & System Development

Validation & Verification

Manufacturing & Operations

Digital & Software

Data Analytics & AI

Cloud, Infrastructure & Security

Academies in 10 

dedicated countries

  >50,000  up- / re-skilled 

in 2024

Tech, Business & Method

Skills to support our 

strategy

Hands-on training 
with our own Tech Experts 

Country led catalogue of >300 trainings in selected 

Industries & Tech Practices

Manufacturing & Logistics



Disclaimer : Use of AI in HR & Legal contexts

• AI tools are designed to assist, not replace human judgement, 

professional experience or legal advice

• AI can produce inaccurate, incomplete or outdated 

information 

• Law is complex and jurisdictional specific outputs may not reflect 

current legislation, awards, enterprise agreements or case law



AI Foundations



Copilot: the assistant, evolved



Generative AI

Generative AI (GenAI) is a form of artificial intelligence capable of 

producing new content.

You use “Prompts” (instructions) to communicate

Audio

Video

ImagesText

Software 
code



Try it out: Natural language

How can a [enter your job title] use 

M365 Copilot at work?

https://shorturl.at/wNJg9 

https://shorturl.at/wNJg9


Uses for Copilot: Legal

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

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.”



M365 Copilot: Basics



M365 Copilot is your AI assistant for work

Enterprise-grade security, privacy, and compliance

Single chat 

destination for 

web and work

Microsoft 365

Apps

Copilot

Which products were the 

most profitable this 

quarter|



Accessing M365 Copilot
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



• Base general Knowledge 

and the web

• Microsoft Graph: 

Organisational information 

like emails, files and MS 

Teams

• Additional data sources 

used in your organisation 

(e.g. CRM data)

Where does the information come from?



• https://m365.cloud.microsoft/ 

• Microsoft Teams Copilot app

• M365 Copilot desktop app

• Sign in with your work email

Where to find M365 Copilot Chat

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


Enter your prompt



Type “ / ” to 

search your work 

content



Continue the 

conversation



Or start a new 

topic



Work toggle 

“grounds” answers 

in work content, 

e.g. files, emails



Create images 

and videos



Agents 

handle 

specialised 

tasks



Notebooks 

group Copilot 

chats and 

files



• 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 AI security and copyright risks

Security

Microsoft 365 Copilot is built on trust



Quick wins with Copilot



• Meeting recaps

• Get quick insights from document

• Summarise and reply to an email thread

Quick wins with Copilot



Attend a Teams 

meeting







• Meeting recaps

• Get quick insights from document

• Summarise and reply to an email thread

Quick wins with Copilot



Go to OneDrive 

to view files



Select files and 

use Copilot







Ask further 

questions



• Meeting recaps

• Get quick insights from document

• Summarise and reply to an email thread

Quick wins with Copilot



Open Outlook



Read thread 

summary





Draft a 

reply



Select 

suggested 

prompt or write 

your own



Keep the 

draft



Make 

edits 

before 

sending



Review a contract



You are Legal counsel at 

a growing SMB. The 

business wants to sign a 

supplier agreement 

quickly. 

Do a fast first pass: spot 

the commercial and legal 

risks, clarify missing 

information, and draft the 

response back to the 

supplier.

Review a contract



Open the contract 

in Word





Open Copilot 

pane



















Create an onboarding 
presentation for new starters



You have a document 

containing an 

onboarding guide for 

new starters.

It is not easy to 

deliver consistently in 

it’s current format. 

You want to turn it into 

a presentation deck.

Create an onboarding presentation for new starters



Open a new 

PowerPoint 

presentation



Attach the current 

Onboarding 

Guide document



Pick your design 

template







Review the plan









Gather feedback on 

the presentation







Improve the 

presentation 

with a new slide









Understand law changes



You are a legal counsel. 

Employment law 

changes are creating 

confusion. 

You need to brief 

management on these 

changes and map 

changes to internal HR 

policies.

Understand law changes



Launch 

Researcher 

agent in M365 

Copilot Chat 





Uses for Researcher

Copilot Researcher

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

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

• Web search, image generation
• Specialised tools for academic databases, citation 

management

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

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

• May provide general references • Provides formal citations

• Emails, summaries, code help, brainstorming
• Academic writing, technical reports, policy analysis, 

scientific reviews









Map law changes to your policies



You have HR policy documents stored in SharePoint. 

Use Researcher to map it’s findings to your policies

Map law changes to your policies



Attach 

SharePoint site 

in your prompt







Create an 

infographic 

summarising 

results





Share your 

findings with 

HR



Manage initiatives with 
Notebooks



AI workspace that grounds Copilot answers in your selected files

Notebooks

• Job vacancy

Job description, requirements, 

resumes

• Current project or client

Meeting transcripts, contracts, notes

• Team offsite

Agenda, logistics, attendee list

• Customer issue

Support tickets, emails, resolution 

steps

• Stakeholder presentation

Slides, talking points, Q&A prep



You have 

multiple files 

relating to a 

project.



Open 

Notebooks in 

Copilot Chat



Create a new 

notebook



Add files and 

websites to 

the notebook







Chat about 

your files



Access past 

notebook 

chats



Share 

notebook with 

team



Create a contract renewals tracker



You need a simple way to 

manage supplier contract 

renewals and notice periods.

You decide to use Excel to 

build a tracker tool and 

dashboard.

Create a contract renewals tracker



Open a blank 

Excel and 

open Copilot 

pane



















Create an HR self-service agent 
for employees



You are an HR officer. Every 

day, you receive multiple 

emails from employees 

asking about HR policies.

To improve service and 

ensure consistent answers, 

you decide to build a self-

service tool for staff.

Create an HR self-service agent for employees



You have 

multiple official 

policy 

documents



Upload the 

policies to a 

company-wide 

SharePoint site.



Go to Copilot 

Chat and 

create a new 

agent



Every employee
has a Copilot

Copilot

Every business 
process transformed 

by agents

Agents

Agents



Common uses

Guidance Agent

Answers questions 
using approved 

knowledge, like a 
help desk for a 

topic

Drafting Agent

Creates first drafts 
in a standard 

format, like emails, 
briefs, or updates

Triage Agent

Sorts and 
summarises 

information, like 
pulling themes 
from notes or 

issues





Describe your 

agent











Select the 

SharePoint site 

as a knowledge 

source











Describe 

changes 

needed









Draft an announcement



Your agent is built, tested, 

and ready to share with 

staff.

Use Copilot to help you 

draft a Teams post 

message about the agent.

Draft an announcement



Start a new 

Copilot chat 

and enter 

prompt









• Copilot Chat (Work): 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 AI workspace for your projects

• Excel: Create reports, templates and dashboards

• Agents: Create an agent for employee self-service

Summary of M365 Copilot skills covered



Prompting best practices



Prompts

Prompts are how you communicate with Copilot. 

Think of it like giving instructions to a helpful assistant.

Quality Prompts = Quality Results



What are some prompts?

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

Edit text:
“Check this product launch rationale for inconsistencies”

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

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

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



How can we improve these prompts to make 

them more effective?



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.

Goal

What 

response do 

you want 

from Copilot? 

Context

Why do you 

need it and 

who is 

involved?

Source

Which 

information 

sources or 

samples should 

Copilot use?

Expectation

How should 

Copilot respond

to best meet your 

expectations?



Include the right prompt ingredients

Goal

What response do you want from Copilot? 

Context

Why do you need it and who is involved?

Which information sources or samples 

should Copilot use?

Source

How should Copilot respond to best meet 

your expectations?

Expectations

Generate 3–5 bullet pointsGenerate 3–5 bullet points to prepare me for a 

meeting with Client X to discuss their complaints.

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. 

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.



Compare the prompts: GCSE example

Prompt 1

Prompt 2

Write an email to book a short recruitment 
phone screening.

Write a first outreach email to a job 
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]. The email should be 120 
words max, friendly tone and add a subject 
line.

Goal Context Source Expectations



Try it out: Keep iterating to improve your prompts

Help me improve my prompt: 

Create an employee onboarding checklist

https://shorturl.at/wNJg9 

https://shorturl.at/wNJg9


Keep it conversational



Keep the conversation going

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

Following up 
on your 
prompts 
helps you 

collaborate 
with Copilot, 
to gain more 

useful, 
tailored 

responses

Storytelling assistance
Ask Copilot to write a story, then guide it by giving more specific, relevant details​

Gaining insights
Ask for a summary of a specific file, then ask relevant questions to gain deeper 

insights

Translating languages
Ask Copilot to translate a sentence to one of the supported languages, then ask 

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

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!



Give examples

Prompt

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



Making Copilot work for you

Email, meetings, reporting, and planning  
Start where 

time disappears

Pause before a task and ask “Can 

Copilot do the first draft?”.  
Build the habit

Treat Copilot like a junior assistant. You 

stay accountable. 
First draft



Levels of transformation

Personal efficiency

Drafts, summaries, and quick prep

Goal: Save time on everyday tasks
Level 1

Team consistency
Share a small prompt library and reuse templates  

Goal: faster handoffs and more consistent outputs
Level 2

Redesign workflows so Copilot is built in from the start  

Workforce planning, monthly reporting, client follow ups  

Goal: shorter cycles and fewer rework loops
Level 3



Q&A
Contact Akkodis Academy

Implementation | Guidance | Training | Agent Building

akkodisaustralia.com.au/ai-academy 

Connect on LinkedIn:

Rishona Elijah

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

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/


Thank
you



Valentina Lazarevska
AI Adoption and Enablement Specialist, 
mySMB.com



Feb 2025



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

We provide:

✓ AI Education and learning

✓ AI-powered workspace to store and search documents

✓ Ready-to-go Business and Legal Templates

✓ Engagement – Community, Webinars & Events

✓ Governance

✓ Copilot AI Agents

✓ Support

AI and Business support for Australian SMBs

Ready to transform your business?



The Always On Support Model FREE 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

01 FREE

Copilot Quick Wins
15 min, a few times a week

High-impact micro 

learning sessions on 

Copilot skills your team 

applies immediately. 

Live 

02 FREE

mySMB.com Expert 

Briefing Series
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

04 MEMBERS

Copilot On Demand

Pre-recorded, 

watch any time

A growing library of AI 

productivity and Copilot 

tutorials available to all 

members.

Pre-recorded

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

Always on, always available to support your AI journey.



Get a plan that works for your business

Sole Trader
For Sole Traders, ready to get AI 

into their day-to-day.

$50 per month
billed monthly

or $560 $600 p/y, billed annually (10% 

Discount)

Copilot license add on up 

to 1 user

1-5 Employees
For small teams with 1-5 

employees.

$100 per month
billed monthly

or $1080 $1200 p/y, billed annually 

(10% Discount)

Copilot license add on up 

to 2 user

6-20 Employees
For Sole Traders, ready to get AI 

into their day-to-day.

$200 per month
billed monthly

or $2160 $2400 p/y, billed annually 

(10% Discount)

Copilot license add on up 

to 4 user

21-50 Employees
For Sole Traders, ready to get AI 

into their day-to-day.

$417 per month
billed monthly

or $4500 $5000 p/y, billed annually 

(10% Discount)

Copilot license add on up 

to 6 user

We provide:

✓ Microsoft 365 Licence

✓ Microsoft Copilot Licence

✓ Training 

✓ Document Templates ✓ Community

✓ WorkSpace

✓ Marketplace

✓And more!



Ready to transform your business?

Create a free account to win a 

Microsoft Surface Laptop
*Limited licenses available. Eligibility and partner terms applyUntil 31 March 2026

                                

Member Promo

*

From $31 to $5 per month 

Microsoft Copilot

www.mysmb.com/ai-ready

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


CONTACT US

info@mysmb.com

Level 12, 50 Carrington Street, 
Sydney, Australia

www.mySMB.com

Thank you!



Steve Testar
Chief Executive Officer and Co-Founder
Showcase SA



THANK YOU
www.nbnco.com.au
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