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Business Case for Implementing Microsoft Copilot

Executive Summary

Microsoft 365 Copilot, an Al-powered assistant integrated into Microsoft 365 apps, presents a compelling opportunity

for organizations to revolutionize productivity, streamline workflows, and drive innovation. Copilot harnesses the power
of large language models (LLMs) and combines it with your organization's data in the Microsoft Graph and Microsoft 365
apps, transforming your words into a powerful productivity tool. This business case outlines the potential benefits, costs,
and risks associated with implementing Copilot, demonstrating its potential for a substantial return on investment (ROI).

Problem Statement

Today's knowledge workers face an ever-increasing volume of information and tasks, leading to information overload,
reduced productivity, and potential burnout. They struggle to keep pace with the demands of their roles, often spending
valuable time on repetitive tasks, searching for information, and trying to stay ahead of the learning curve. Organizations
are seeking innovative solutions to empower their workforce, enhance efficiency, and foster a culture of continuous
learning and improvement.

Proposed Solution

Microsoft 365 Copilot, an Al-powered assistant integrated into Microsoft 365 apps, offers a solution to these challenges.
By leveraging large language models and the organization's data, Copilot can automate repetitive tasks, generate
content, analyze data, and provide insights, freeing employees to focus on higher-value activities.

Benefits of Copilot Implementation
e Enhanced Productivity:
o Automate repetitive tasks like drafting emails, summarizing documents, and creating presentations.
o Accelerate decision-making with data analysis and insights.
o Improve efficiency in meetings with real-time summaries and action items.
e Increased Employee Satisfaction:
o Reduce burnout by alleviating the burden of tedious tasks.
o Empower employees to focus on creative and strategic work.
o Facilitate learning and development through Copilot's assistance.
¢ Improved Quality and Consistency:
o Enhance the quality of documents, presentations, and emails.
o Ensure consistency in communication and messaging.
o Reduce errors and inconsistencies in data analysis.
e Accelerated Innovation:

o Generate new ideas and insights through Al-powered brainstorming.
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o Identify trends and patterns in data to inform strategic decisions.

o Facilitate collaboration and knowledge sharing across teams.
e Cost Savings:
o Reduce the need for manual labor and repetitive tasks.
o Streamline workflows and processes.
o Optimize resource allocation and utilization.
Cost Analysis
The implementation of Copilot involves several costs, including:
e Licensing: The cost of Copilot licenses will depend on the number of users and the specific Microsoft 365 plan.
e Training: Providing comprehensive training to users on how to effectively use Copilot.
e Support: Allocating resources for ongoing technical support and troubleshooting.
e Customization (Optional): Investing in customizing Copilot for specific organizational needs.
Risk Assessment
Potential risks associated with Copilot implementation include:
e Data Privacy and Security: Ensuring the protection of sensitive data used by Copilot.
¢ Change Management: Addressing potential resistance to change and ensuring user adoption.
e Technical Issues: Mitigating potential technical glitches and ensuring smooth integration with existing systems.

e Ethical Considerations: Addressing potential biases in Al-generated content and ensuring ethical use of the
technology.

Mitigation Strategies
To mitigate these risks, the organization should:
e Implement robust data privacy and security measures.
e Develop a comprehensive change management plan with clear communication and training.
e Conduct thorough testing and pilot programs before full-scale deployment.
e Establish guidelines for ethical Al use and regularly review Copilot's performance.
Financial Projections and ROI

The financial benefits of Copilot can be estimated by calculating potential time savings, productivity gains, and cost
reductions. By analyzing the impact on various departments and functions, a detailed ROl model can be developed to
demonstrate the financial viability of the investment.
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Based on the potential benefits, cost-benefit analysis, and risk mitigation strategies outlined in this business case, it is
recommended that Company ABC proceed with the implementation of Microsoft 365 Copilot. The project should be
approached with a phased rollout, prioritizing training, communication, and ongoing evaluation to ensure successful

adoption and maximize the return on investment.
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Common Questions and Answers on Copilot for Organizations Considering Adoption:

1. What is Microsoft 365 Copilot and how does it differ from other Al tools?

e Copilotis an Al-powered assistant integrated into Microsoft 365 apps like Word, Excel, PowerPoint, Outlook, and
Teames. It uses large language models and your organization's data to generate content, summarize information,
analyze data, and automate tasks within those applications.

e Unlike generic Al tools, Copilot is specifically designed for the Microsoft 365 environment, leveraging your
existing data and context to provide more relevant and tailored assistance.

2. Is Copilot secure and does it protect our data?

e Microsoft has implemented strict security measures to protect data used by Copilot. It adheres to Microsoft's
security and compliance standards and does not share your data with external parties.

e Copilot operates within the Microsoft 365 environment, which means your data remains within the existing
security boundaries of your organization.

3. How much does Copilot cost and what are the licensing requirements?

e Copilotis an add-on to specific Microsoft 365 licenses, such as E3, E5, Business Standard, and Business Premium.
Pricing varies depending on your subscription and number of users.

e Contact your Microsoft representative or check the official documentation for detailed pricing and licensing
information.

4. Will Copilot replace human workers?

e Copilotis designed to augment human capabilities, not replace them. It aims to automate repetitive tasks,
generate ideas, and provide insights, allowing employees to focus on higher-value work.

e Copilot can be a valuable tool for increasing productivity and efficiency, but it's essential to remember that
human judgment and decision-making remain crucial in many situations.

5. How do we get started with Copilot and what is the implementation process like?

e To get started, ensure you meet the eligibility requirements (license, update channel, etc.). Then, purchase the
necessary Copilot licenses and configure settings in the Microsoft 365 admin center.

e Microsoft provides resources and guidance for implementation, including training materials, best practices, and
support channels.

e You can also consult with a Microsoft partner or consultant for assistance with deployment and customization.
6. Can Copilot be customized to fit our specific needs and industry?

e Yes, Copilot can be customized to a certain extent. You can train it on your organization's data and terminology
to improve its understanding of your specific context.

e However, the extent of customization may vary depending on the specific Copilot capabilities and the level of
technical expertise available within your organization.
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7. What kind of training and support is available for Copilot users?

users learn how to use Copilot effectively.

8. What are the potential risks and drawbacks of using Copilot?
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Microsoft offers various training resources, including online courses, webinars, and documentation, to help

Additionally, you can access support through Microsoft's channels or seek assistance from a Microsoft partner.

e As with any Al technology, there are potential risks associated with Copilot, such as biases in the underlying data

or unintended consequences of automated actions.

e It'simportant to be aware of these risks and have measures in place to mitigate them, such as regular audits,

feedback mechanisms, and clear guidelines for use.

e Some organizations may also have concerns about privacy and data security, which should be addressed through

appropriate policies and procedures.

By addressing these common questions and concerns, organizations can make informed decisions about whether
and how to adopt Copilot to enhance productivity, streamline workflows, and improve overall business outcomes.

9.What are Microsoft 365 Copilot Core, Extended Features and Integrations, Supported Programs, and

Prerequisite?

Core Copilot Features:

e Drafting, editing, summarizing, and creating content in:
o Word

o PowerPoint

o Excel
o Outlook
o Teams

e Summarizing chats and meetings in:
o Teams

e Creating and managing tasks in:
o Loop

e Creating and collaborating on ideas in:
o Whiteboard

Specific Program Features:

e Word:
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Drafting, editing, summarizing documents.

Generating content based on prompts or existing text.
Rewriting and refining text for clarity and impact.

Creating outlines and summarizing long documents.

e PowerPoint:

o Creating presentations from scratch or existing documents.
o Generating speaker notes and slide summaries.
o Transforming text into professional-looking slides.
o Inserting relevant images and graphics.
e Excel:
o Analyzing data and generating insights.
o Creating charts and graphs.
o Summarizing data trends and patterns.
o Automating repetitive tasks and calculations.
e Outlook:
o Drafting and summarizing emails.
o Generating suggested replies based on context.
o Managing and prioritizing emails.
o Scheduling meetings and appointments.
e Teams:
o Summarizing chats and meetings.
o Generating action items and key takeaways.
o Drafting responses in chats.
o Participating in meetings on your behalf.
e Loop
o Creating and managing tasks.
o Assigning tasks to team members.
o Tracking progress and deadlines.
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o Brainstorming ideas and collaborating on projects.

¢ Whiteboard:
o Creating and collaborating on ideas.
o Generating images and designs.
o Facilitating brainstorming sessions.
o Summarizing key points and takeaways.
Prerequisites for Using Copilot:
e Licensing:
o Microsoft 365 E3 or E5
o Microsoft 365 Business Standard or Premium
o Microsoft 365 A3 or A5 (education)
o Frontline Worker F1 or F3
o Other eligible licenses (check with Microsoft)
e Microsoft Entra ID (Azure Active Directory) account: All users must have an account.
e Deployment of Microsoft 365 Apps: Word, Excel, PowerPoint, Outlook, Teams, etc.
e Update Channel: Users must be on Current Channel or Monthly Enterprise Channel.
e Network Connectivity: A stable internet connection is required.
e OneDrive: Required for certain features like file restore.
¢ Third-Party Cookies: Must be enabled for online Office apps.
Extended Features:

e Copilot for Business Chat: This feature allows users to interact with Copilot across multiple applications (Word,
Excel, PowerPoint, Teams, Outlook) and data sources using natural language. It can generate status updates,
meeting summaries, and project briefs, among other tasks.

e Semantic Index for Copilot: This feature uses Al to understand the relationships between words, phrases, and
concepts in your organization's data. It improves search results, suggestions, and content generation by Copilot.

e Copilot Studio (Preview): This tool allows organizations to customize and extend Copilot's capabilities by
building custom skills and commands tailored to their specific needs.

Integrations:

e Microsoft Graph: Copilot leverages the Microsoft Graph, a vast repository of data and insights about your
organization's people, relationships, and activities. This allows Copilot to provide more personalized and
contextually relevant assistance.
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Microsoft Teams: Copilot integrates deeply with Teams, allowing it to summarize meetings, generate action
items, and draft responses in chats.

Power Platform: Copilot can be integrated with Power Apps and Power Automate to automate tasks, create
custom workflows, and generate insights from data.

Viva Engage: Copilot can help users draft posts and replies, generate conversation summaries, and find relevant
content in Viva Engage communities.

Other Microsoft 365 apps: Copilot integrates with various other Microsoft 365 apps, including SharePoint,
OneDrive, and OneNote, to provide Al-powered assistance across the suite.

Additional Integrations (Future/Potential):

Third-party apps and services: Microsoft is exploring the possibility of integrating Copilot with other popular
business tools and platforms, such as Salesforce, ServiceNow, and Workday. This would further expand Copilot's
reach and potential applications.

Custom integrations: Organizations can build custom integrations with Copilot using the Microsoft Graph API
and other developer tools. This allows for tailored solutions and deeper integration with existing systems.
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Microsoft 365 Copilot Eligibility Questionnaire:

Please answer the following questions to determine your organization's eligibility for Microsoft 365 Copilot:
1. Do you have an active Microsoft 365 subscription?
o Yes

o No = If not, you are not eligible for Copilot. You will need to purchase a Microsoft 365 subscription to
proceed.

2. Which Microsoft 365 license do you have?
o Microsoft 365 E3 - You are eligible!
o Microsoft 365 E5 = You are eligible!
o Microsoft 365 Business Standard = You are eligible!
o Microsoft 365 Business Premium - You are eligible!
o Microsoft 365 F3 - You are eligible!
o Microsoft 365 A3 or A5 (education) = You are eligible!
o Frontline Worker F1 or F3 = You are eligible!

o Other (Please specify): - Check with your Microsoft representative or the official
documentation to confirm eligibility.

o None of the above - If none of the above, you may not be eligible. Contact your Microsoft
representative or check the official documentation for other eligible licenses.

3. Do all users have Microsoft Entra ID (formerly Azure Active Directory) accounts?
o Yes - You are eligible!
o No = If not, you need to create Entra ID accounts for all users to access Copilot.
4. Are all users on Current Channel or Monthly Enterprise Channel for Microsoft 365 apps?
o Yes - You are eligible!

o Semi-Annual Enterprise Channel (SAC) - You are still eligible, but Copilot might roll out later for SAC
users.

o No = If not on SAC, Current, or Monthly Enterprise Channel, switch users to one of these to ensure
compatibility with Copilot.

5. Do all users have the necessary Microsoft 365 apps installed (Word, Excel, PowerPoint, Outlook, etc.)?
o Yes = You are eligible!

o No = If not, install the required apps for all users.
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6. Is OneDrive deployed and accessible to all users?

o Yes - You are eligible!
o No = If not, deploy OneDrive to enable certain Copilot features like file restore and management.
7. Are third-party cookies enabled for online versions of Word, Excel, and PowerPoint?
o Yes - You are eligible!
o No = If not, enable third-party cookies to ensure the proper functioning of Copilot in online apps.
8. Do you have administrative access to Microsoft 365 admin center to manage licenses and configure settings?
o Yes - You are eligible!

o No = If not, you will need to get administrative access or contact your administrator to proceed with
Copilot setup.

9. Areyou prepared to purchase Copilot licenses as an add-on to your existing Microsoft 365 subscription?

o Yes - You are ready for Copilot! Proceed to purchase licenses and configure settings in the Microsoft
365 admin center.

o No = If not, you will not be able to access Copilot features. You can explore other options or contact
your Microsoft representative for more information.
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Sample Microsoft 365 Copilot Project Implementation Plan (1000 Users):

Phase 1: Planning and Preparation (2-4 weeks)
e Project Team Formation:
o Identify project sponsor, project manager, IT administrator, and change management lead.

o Assemble a cross-functional team with representatives from IT, HR, communications, and relevant
business units.

o Eligibility Assessment:
o Confirm Microsoft 365 license eligibility (E3, E5, Business Standard, Business Premium, or equivalent).
o Verify Entra ID accounts and update channel for all users.
e Licensing and Procurement:
o Purchase required Copilot licenses for 1000 users.
o Consider licensing for specific apps or scenarios (e.g., Copilot for Teams Phone).
¢ Infrastructure Review:
o Ensure OneDrive is deployed and accessible for all users.
o Confirm third-party cookies are enabled for online Office apps.
o Evaluate network capacity and bandwidth requirements.
¢ Project Timeline and Budget:
o Develop a detailed project plan with milestones, tasks, and deadlines.
o Allocate budget for licenses, training, communication, and potential support services.
e Communication and Change Management Plan:

o Develop a comprehensive communication plan to inform users about Copilot, its benefits, and how to
use it.

o Prepare training materials and resources for different user groups.
o Address potential concerns and resistance to change.
Phase 2: Pilot Testing (2-4 weeks)
e Pilot Group Selection:
o Select a representative group of users (50-100) from different departments and roles.
o Ensure pilot group includes early adopters and influencers.

e Copilot Deployment:
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o Enable Copilot for the pilot group and provide access to relevant apps.

o Monitor usage, gather feedback, and identify any issues or challenges.
e Training and Support:
o Provide targeted training and support to the pilot group.
o Encourage experimentation and feedback.
e Evaluation and Refinement:
o Collect feedback from the pilot group on usability, effectiveness, and impact on productivity.
o Address any technical issues or concerns raised during the pilot.
o Refine communication and training materials based on pilot feedback.
Phase 3: Full-Scale Deployment (4-8 weeks)
e Staged Rollout:
o Gradually roll out Copilot to the remaining users in phases or departments.
o Monitor usage, performance, and feedback continuously.
e Ongoing Training and Support:

o Provide comprehensive training and support to all users, including live sessions, online resources, and
helpdesk support.

o Encourage a culture of learning and experimentation with Copilot.
e Communication and Engagement:
o Maintain regular communication with users to share updates, success stories, and best practices.
o Create channels for feedback and suggestions to ensure continuous improvement.
e Performance Monitoring and Optimization:
o Track usage metrics, user feedback, and impact on productivity.
o ldentify areas for optimization and implement improvements based on data and insights.
Phase 4: Post-Implementation and Continuous Improvement (Ongoing)
e Feedback Collection and Analysis:
o Gather regular feedback from users through surveys, focus groups, and other channels.
o Analyze feedback to identify areas for improvement and address any emerging issues.
e Updates and Enhancements:

o Stay informed about new Copilot features and updates from Microsoft.
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o Evaluate and implement relevant updates to enhance functionality and user experience.

e Ongoing Training and Support:
o Provide ongoing training and support to ensure users are maximizing the benefits of Copilot.
o Foster a community of Copilot users to share knowledge and best practices.

e Measure and Communicate Success:

o Track key performance indicators (KPIs) to measure the impact of Copilot on productivity, efficiency, and
employee satisfaction.

o Communicate success stories and outcomes to stakeholders to demonstrate the value of the
investment.

e Future Planning:
o Explore new use cases and applications for Copilot within the organization.
o Consider expanding Copilot to other Microsoft 365 apps or services.

o Stay informed about advancements in Al and machine learning to leverage future opportunities.
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Title: Test case/Validate Microsoft Copilot Integration and Functionality in Microsoft 365 Suite

Objective: To ensure that Microsoft Copilot has been seamlessly integrated into the Microsoft 365 suite
(Word, Excel, PowerPoint, Outlook, Teams, OneNote, Loop, Stream) and is functioning as intended.

Test Environment: Microsoft 365 suite with the latest version of Microsoft Copilot implemented on
Windows 10/11 systems.

Preconditions:
- Microsoft 365 applications and Copilot are installed and properly configured.
- Test accounts with requisite permissions are set up.
- Network connectivity is stable.
Test Steps:
1. Login and Accessibility
- Action: Log into Microsoft 365 suite with a test account.
- Expected Result: Successful login and accessibility of Copilot features in all Microsoft
2. Word Integration

= Action: Use Copilot in Microsoft Word to draft a document, rewrite
paragraphs, and generate summaries.

- Expected Result: Copilot should provide accurate assistance in
drafting, rewriting, and summarizing content.

3. Excel Functionality

- Action: Engage Copilot in Excel for data analysis, applying
formulas, and Python integration for complex calculations.

- Expected Result: Copilot successfully aids in data analysis and
executes complex calculations using Python.

4. PowerPoint Efficiency

« Action: Use Copilot to create a presentation, focusing on content
personalization based on the user's role and preferences.

- Expected Result: Efficient creation of personalized presentation content.
5. Outlook Email Management

- Action: Test Copilot's capability to manage emails, summarize
threads, and assist in meeting preparations.
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< Expected Result: Effective summarization and management of
emails, with helpful insights for meeting preparations.

Teams Collaboration

< Action: Utilize Copilot in a Microsoft Teams meeting for note-
taking and content summarization.

- Expected Result: Accurate note-taking and summarization of meeting content.

Loop Project Management
- Action: Test Copilot in Loop for guiding page creation and facilitating team co-creation.
- Expected Result: Enhanced collaborative project management capabilities.

OneNote and Stream Usage

- Action: Check Copilot's functionality in OneNote for organizing notes
and in Stream for analyzing video content.

- Expected Result: Efficient organization of notes in OneNote and
insightful analysis of video content in Stream.

Security and Compliance Verification

- Action: Validate data security and compliance protocols within Copilot’s operations
across the suite.

- Expected Result: Adherence to the specified security and compliance standards.

10. User Experience and Feedback

- Action: Gather user feedback on the ease of use, efficiency, and overall experience with
Copilot.

- Expected Result: Positive user feedback indicating high usability and satisfaction.

Postconditions: Ensure that all Microsoft 365 applications are functioning normally
after the test, with no disruptions caused by Copilot.

Pass/Fail Criteria:

Pass: All test steps are executed successfully, and Copilot functions as expected in each
Microsoft
365
applicatio
n
Fail: Any of the test steps do not meet the expected results, indicating issues in
functionality or integration.

Remarks: Any anomalies or issues encountered during testing should be
documented for further analysis and resolution. This test case aims to assert the
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