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COPILOT WORKFLOW GUIDE

Microsoft Copilot setup and productivity tips for business
owners, executives, and their teams.

It's Monday morning. Many organizations are experimenting with Copilot,
Your inbox is full, the meeting recap is buried in but very few have clear workflows or safety
Teams, and someone needs a polished guidelines for using it effectively.

presentation by this afternoon. Microsoft Copilot
can help you move faster, but only when the setup  This short guide provides a clear playbook your

is right and the workflow is practical. team can use right away.

WHAT THIS GUIDE HELPS YOU DO
Log into Copilot the right way, choose the best mode for the task, ground prompts with business
context, and use Copilot where it saves the most time in Outlook, Excel, Word, Teams, and PowerPoint.

MICROSOFT COPILOT SETUP: HOW TO LOG IN

Access Point What to Do

copilot.microsoft.com Sign in with your work account and choose Work for business use.

microsoft365.com Go straight into the Microsoft 365 Copilot experience.

Microsoft 365 Copilot App Open the desktop app from Windows search or the taskbar for fast daily access.

BEST-PRACTICE STARTING POINT
Use Work when you want answers grounded in the Microsoft 365 information you already have permission

to access. That is the right default for executive and team workflows.

COPILOT WORKFLOW GUIDE: 4 STEPS TO BETTER OUTPUT

1.START IN THE RIGHT MODE.
Use the Work/Web toggle intentionally. Work is best when you want responses grounded in your
Microsoft 365 environment. Web is for open-web results. Then choose the pace: Auto balances speed
and depth, Quick Response is best for short asks, and Think Deeper is better for more structured

analysis.
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2. TELL COPILOT HOW YOU WORK.

Use Personalization to define tone, formatting style,

and level of detail. Path: Three Dots Menu > Settings
> Personalization > Custom Instructions. Once set, (Work / Web + Pace)
that guidance carries across Copilot Chat, Outlook, g J
Word, and Teams for more consistent output.

3.GROUND THE REQUEST WITH REAL BUSINESS

CONTEXT.

Use the attachment button to add files or bring in

specific content with /[File Name]. Copilot can work
from people, files, emails, meetings, and OneDrive
documents, which makes the prompt much stronger Ground the request with

than a generic request.

4.MOVE INTO THE RIGHT MICROSOFT 365 APP.
Use Copilot where the work already lives. That is where

the biggest time savings show up: inbox triage, meeting Microsoft 365 app
follow-up, document drafting, spreadsheet analysis, and

presentation creation.

Start in the right mode

Tell Copilot how you work
(Personalization)

business context

Move into the right

COPILOT PRODUCTIVITY TIPS INSIDE MICROSOFT 365

App Where It Helps Most
Outlook Summarize long email threads, catch up after time away, and use Draft
Instructions in new Outlook or Outlook on the web for more tailored replies.
Excel Use Copilot chat or the =COPILOT() function to analyze data, identify trends, and
generate quick calculations.
Word Draft first versions fast, then highlight a paragraph and ask Copilot to rewrite for
clarity, tone, formatting, or stronger structure.
Catch up on meetings, surface key points, identify tasks assigned to you, and
Teams . .
generate notes. Recording and transcription need to be enabled.
. Create an outline from a simple prompt, choose a presentation style, and build
PowerPoint . . N
editable slides from notes or supporting files.

BONUS WORKFLOW FOR FOLLOW-UPS AND SCHEDULING

Copilot can look across your inbox and calendar together to help with follow-ups, suggest available
meeting times, and support recurring coordination work. You can also schedule prompts to run
recurrently and email you when ready.
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6 PROMPTS TO TRY THIS WEEK

% EMAIL AND COMMUNICATIONS MEETINGS
| | Draft a professional reply to this & Review and summarize this meeting:

email that confirms the next steps /[Name of the Meeting] and list the

and proposes two available meeting key decisions and action items.
times.
DOCUMENTS N DATA AND EXCEL

]
0

Summarize this document in five Analyze this spreadsheet and
key points that an executive can ] summarize the most important trends

review quickly. a business owner should focus on
this quarter.
@ PRESENTATIONS _ PLAN PLANNING AND STRATEGY
Create a short presentation :_' Turn these notes into a simple
q@ outline based on this document 0-,);0’ project plan with milestones and
with suggested slide titles. responsibilities.

ABOUT EXPERT COMPUTER SOLUTIONS

ECS has spent 20+ years helping Houston
SMBs secure and manage IT across regulated
industries. Led by Peter Robert, CEO and
System Architect, the team brings 24+ years of
hands-on experience in audits, cybersecurity,
infrastructure design, and crisis recovery. Our
approach to Al is practical: improve
productivity without compromising security,
trust, or human judgment.

Learn about “

ecsoffice.com

our services

Call now for L 713-782-4357

more info

Schedule a free IT consultation with  [=];
Not sure where to start? ECS toreview your Microsoft Copilot %
We can help setup, improve team productivity, and
' ensure your environment is ready for
secure Al use.
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