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What is Copilot Cowork?

Your Al teammate. Not just a chatbot.

Copilot Cowork is a multi-tool, multi-step assistant that
connects directly to your Microsoft 365 world — email,
Teams, calendar, SharePoint, OneDrive, and beyond.

It doesn't just answer — it plans, takes action across
apps, builds files, and follows tasks through to
completion while you get on with the rest of your day.
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Copilot Chat vs Copilot Cowork

Copllot Chat

Answers questions and drafts content one
prompt at a time

Lives in the chat window — you copy and
paste into apps yourself

Doesn't take actions in Outlook, Teams or
your files on its own

One conversation at a time — no
scheduled or background work

Best for quick questions, summaries and
short drafts
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Where SMEs Win with Cowork

Sales & Marketing Operations & Customer Service
Daily pipeline briefing from Fina nce « Triage the shared inbox and
Outlook, Teams and your CRM draft on-brand replies

: : *  Weekly status reports pulled : :
« Draft tailored prospect emails . eymail Teamps andp « Summarise long ticket threads

and follow-ups from notes SerPeil before escalation calls

* Turn meeting transcripts into

: i »  Chase overdue invoices and *  Spot trends across recent
recap emails and action lists

log responses against cases and flag at-risk accounts

» Build pitch decks and one- accounts » Produce QBR decks with case
pagers from your own content +  Consolidate spreadsheets and stats baked in

build month-end summary
packs

» Schedule and prep recurring
leadership reviews
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Writing Great Prompts

Give context

Point Cowork at the source — the
email, the file, the meeting, the
SharePoint folder.

Instead of:
“Summatrise the meeting”
Try:

“Summarise yesterday’s CRM Connect
kick-off and list the actions assigned
to the sales team.”
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Getting the Most from Cowork
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Examples
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Thank you!
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