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Bio
Jonathan Stuckey is a business consultant and digital transformation lead 
specialising in Microsoft 365, SharePoint, and enterprise collaboration 
solutions. With over 25 years experience in planning, design and 
implementation, he brings a range of expertise and knowledge.

With extensive experience supporting public sector organisations and business 
communities across New Zealand, Jonathan is recognised for orchestrating the 
design, governance, and deployment of modern workplace platforms.

Jonathan’s expertise spans intranet publishing, document management, 
workflow automation, and compliance with New Zealand’s information 
management standards.

As a trusted advisor, Jonathan delivers actionable insights and practical 
strategies that empower teams to leverage Microsoft 365, Copilot, and AI-driven 
agents for measurable business outcomes.
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Information and Copyright 

Disclaimer

All content was created by the author, based on released information from Microsoft and Community after step-by-
step testing and verification before use in this presentation. 

 
Generative AI has been used in the creation of this presentation. Presentation content, was processed using Napkin.ai 
for creating process illustrations. Images and Office Copilot Prompt examples and definitions for agents were drafted 
using M365 Copilot and refined by the consultant in production environments. Microsoft Copilot is used for all first-
pass quality assurance checks.

Third-party logos, link, names and acronyms used in this document are owned by those said third parties where 
applicable.

All comments, learnings and observations are from the author’s personal experiences. 

Any errors or issues with the content in this article are entirely the author's responsibility.

The presentation, its content and structure, are copyright of What’s This Ltd 2026. 
This content has been shared under Creative Commons v4 license. CC BY-NC-SA

http://napkin.ai/
http://napkin.ai/
http://napkin.ai/


Lunch-n-Learn Session

• Title: Getting from 101 – 301 with Copilot and Agents: Practical Steps for Microsoft 365 
Success

• Session Overview: designed for organisations eager to accelerate the journey from 
foundational (101) to advanced (301) proficiency with Microsoft Copilot and AI Agents. This 
session will simplify Copilot’s core capabilities, showcase real-world agent scenarios, and 
provide actionable tips for integrating Copilot into everyday workflows.

What You’ll Learn:
• The essentials: What Copilot and Agents are, and why they matter for modern workplaces.
• Real use cases: Beyond basic prompts for activity automation, knowledge management, and 

compliance.
• Step-by-step guidance: Proven practices for scaling from pilot projects to organisation-wide 

adoption.
Whether you’re just starting with Copilot or looking to unlock its full potential, this session is 
for you



Copilot & Agents:
What they are, and why 
they matter Copilot

On-demand help in 
apps you already use

Agents
Always-on helpers keeping 

content and processes in 
shape behind the scenes

Copilot is a brand not a product. At last 
count there were over 100 plugins, 
products, and services which have Copilot 
branding.

Microsoft 365 Copilot in Office suite is an 
interactive assistant – tuned per app.

Copilot is designed to reduce low-value 
drafting and summarising, not to replace 
judgement or accountability.

Agents provide the industrial ‘machinery’ 
and automation of tasks behind scenes.

Taking direction, running repeated tasks, 
coordinating actions, curating your 
content…



Why Copilot matters?
Its work problem
Vendors would provide a superficial 
response…

Why? 

Because the potential applications are too 
broad - without losing focus in a 
discussion.

So, what do you need to do? 

Focus.

What is the work problem?

Employees face overwhelming low-
value, repetitive tasks that consume
their time and energy.

What is the role of Microsoft 365
Copilot?

Copilot reduces drafting, summarizing,
and formatting burdens, enabling focus
on meaningful work.

How does Copilot enhance human
capacity?

Copilot frees staff capacity, allowing
them to make informed decisions and
deliver better outcomes.



Maturity model

Moving from trying things out, to using AI 
as part of your team is not just a maturity 
thing, it’s a major step-change in attitude 
and behavioural patterns

Measured Outcomes

Evaluating AI's impact on

productivity.

4

Ongoing refinement of AI

processes.

3 Embedded Ways of
Working

AI integrated into daily workflows.

Continuous Optimisation

2 Structured Pilots

Organized trials to assess AI

effectiveness.

5

1 Exploring Copilot

Initial experimentation with AI tools.



Lets go to 301 now!
You need to step through level 200 to 
engage your people, ensure appropriate 
risk mgmt. and understanding.

A managed approach and experimentation 
allows you to:

1. Understand where Copilot genuinely 
adds value in our context

2. Identify risks before they affect trust or 
reputation

3. Test whether your information and 
governance foundations are fit for 
AI-assisted work

4. Build leadership confidence based on 
evidence, not enthusiasm



what can we do?
some practical examples



show-n-tell

Microsoft 365 Copilot
• Office app centric
• Content specific

Bizchat
• OpenAI |Anthropic
• NL chat and research

Agents
• Targeted, specific
• Knowledge agent

Microsoft 365 Copilot and Agentic options



Inbox management

Prompts in Outlook or Teams to get on top of busy 
days.
Prompts:
• “Summarise the last 20 emails in this thread 

and list: key decisions made, open actions (with 
owners), and any deadlines.”

• “Draft a polite reply to this email: acknowledge 
the concern, confirm we are reviewing it, and 
avoid promising specific dates.”

• “Group unread emails from today into 
categories: project updates, approvals needed, 
information only, and noise. Suggest which I 
should handle first.”

• “Turn this email thread into a short briefing note 
(max one page) for my manager, focusing on 
risks, options and recommendations.”

Inbox triage, recap and work-prioritisation

Small reminder: You stay accountable. Copilot drafts, you decide and send.



Reports and 
documents

Actions in Word (or Teams Chat with file-open).
Prompts:
• “Using this document and the previous quarterly report, 

draft a first-cut ‘Key changes since last quarter’ section in 
4–5 bullet points.”

• “Rewrite this section to be clearer for a non-technical 
audience, keeping the key numbers but reducing jargon.”

• “Create an executive summary (200–250 words) that 
highlights the three most important insights for senior 
leaders.”

• “Suggest a logical structure (headings and sub-headings) 
for this report, based on the content already here and 
typical public-sector reporting style.”

• “Act as a quality reviewer for this document and check for: 
Clarity and readability; Structure and logical flow; 
Inconsistent terminology, acronyms, or tone; Missing 
sections or obvious gaps for this type of document; 
grammar, spelling, and formatting issues”

Act as a starter for report / document 
generation, and first-pass QA

Remember: Always check numbers, dates and names before sharing.



Basic data and 
stats

In Excel (or after pasting a table into a 
document) focus on basics and build-up
Prompts:
• “Look at this table of monthly case volumes 

and processing times. Describe any trends and 
highlight months that look unusual.”

• “Calculate the average, minimum and 
maximum processing time, and explain in plain 
language what that means for service 
performance.”

• “Compare this year-to-date data with the same 
period last year. Summarise where 
performance has improved or declined.”

• “Suggest three charts that would best visualise 
this data for a non-technical audience, and 
explain what each chart would show.”

simple analysis - quickly

Important: Use these to understand the numbers faster – not to skip your checks.



Examples & 
demonstration



Word:

Generating content in 
context of document

Quality review and 
refine existing content



Bizchat:
Iterative Research, draft, 

generate

Interactive review, refine, 
update and publish



MS Example: 
Knowledge Agent
IM assistant over your content, add 
metadata and suggest properties

e.g. Microsoft’s bundled Agent

• Embedded on SharePoint site and 
library

• Background admin and IM support

• Accelerate identification, clean-up and 
curation to support Copilot



Agent: Knowledge Agent [curation]

Natural language 
interaction in agent

Microsoft pre-
packaged agent



Agent: Brochure [Collateral]
Agents scoped to specific 

corpus and outcomes

Instructions help with guide-
rails and iterative review



is this all just prompts?
No. Understanding how to construct a question, and how to 

have a conversation are the critical elements.

Prompts are just your questions and requests to the AI



Ah Yeah, but no..
Copilot brings ‘Generative AI’ to day-to-day 
office tools. It works because we can engage 
it using Natural Language

That means thinking, and learning to 
articulate clearly what you need to do is a skill 
– it requires practice. 

When you start looking we find lots of areas 
we need help – but don’t know how to phrase 
it. So it is about prompts + more

Understanding Microsoft’s approach to 

i. Copilot in Office apps is about draft, 
refine and advise options helps guide 
thinking, and 

ii. SharePoint Agents are about content 
analysis, curation and process 
automation.

..and understand these are first-steps



starting off the right 
way…

Watch-out for the bumps in the road



What to watch out for as you get started…

Misaligned Expectations

Believing AI will think for you can lead to 
disappointment and improper use of 
technology.

Data Surprises

Unexpected exposure to old or hidden content 
can create risks in AI applications.

Rogue AI Tools

Teams creating AI tools without governance 
may introduce compliance and security 
issues.

Importance of Vigilance

Doing the basics well and staying honest 
ensures safe AI use and avoids audit problems.

2/9/2026 23



with Copilot build confidence 
through evidence

Q&A

..not enthusiasm



Questions from session

Questions
1. What licenses are required for the 

functionality shown
2. What can cause the AI (Copilot) to cop-out 

and say “Sorry, I can’t do that Dave”?
3. Is there a way to get Copilot generated output 

to use corporate templates (formatting)?
4. What guidance or practices are there for 

addressing AI impact on (user’s) cognitive 
ability*

Answers
1. All functionality covered requires Microsoft 365 

Copilot license
• Although SP Agents can be licensed under Pay-as-you-go

2. This behaviour can be due to: 
• resource boundaries (exceeded avail. capacity),
• contention on the services (throttling service), or 
• triggering ‘sensitive’ words or phrases
• …

3. Yes, number of ways of identifying approved 
source templates and formatting but it is not 
consistent yetβ

4. Mine is old-age, but current studies show use of 
tools needs to be augmented with: acceptable 
use-guidance, peer assessment, QA, social 
review



WHAT’S
THIS

whatsthis.sitewhatsthis.site

whatsthis.site

Ummmm, what?

https://www.whatsthis.site/


Agent: define an 
agent’s settings 
and instructions
Example: [Brochure] Marketing Collateral 
Advisor



Bizchat: using 
prompting to start 
a task

# Role type Activity / example prompt Best tool Fit Strengths / weaknesses

1 Policy analyst “Summarise this 40-page Cabinet paper into key 
points, risks, and options for a briefing note.”

Copilot in Word / Business 
Chat Strong

Very good at summarisation and extracting key themes from 
long Word docs and PDFs stored in M365; human still needs 
to check nuance and political sensitivity.

2 Policy analyst
“From all documents in this SharePoint policy 
folder, list previous thinking on X (e.g. road user 
charging) with links.”

SharePoint Agent Strong

SharePoint Agent can search and reason over a defined 
content set, returning citations and links, which is better for 
corpus-level knowledge discovery than a single Copilot 
chat.

3 Policy analyst
“Generate an entirely new policy option for 
climate resilience based only on global best 
practice.”

External LLM (e.g. Claude, 
ChatGPT Enterprise) Mixed

General LLMs are stronger at creative ideation using 
web-scale knowledge, but require careful handling of 
confidentiality and may not align with NZ public sector 
settings unless run in an enterprise, private deployment.

4 Business analyst
“Summarise interview notes from 10 workshops 
and identify common themes, pain points, and 
quick wins.”

Copilot in Word / OneNote Strong
Good at clustering themes and producing first-cut analysis; 
still weak on quantitative prioritisation and may 
over-generalise if notes are very brief or inconsistent.

5 Business analyst
“From this SharePoint project site, identify all 
requirements statements, acceptance criteria, 
and associated documents.”

SharePoint Agent Strong
Agent can traverse multiple lists, libraries, and documents 
tied to a site and return structured outputs; more robust 
than ad-hoc Copilot queries across scattered files.

6 Project / programme 
manager

“Draft a project status report for the steering 
committee using this RAID log, plan, and last 
report.”

Copilot in Word / PowerPoint Strong
Excellent for first-draft narrative and slide outlines, saving 
time; needs human adjustment for tone, key messages, and 
what must be escalated.

7 Project / programme 
manager

“Generate a dependency heatmap, resource 
forecast, and financial tracking dashboard.”

Power BI + Copilot, or 
dedicated PPM tools Mixed

Copilot can describe trends and create simple visuals in 
Excel/Power BI, but complex portfolio dashboards are 
better handled by PPM platforms with built-in analytics.

8 Finance / reporting 
analyst

“Explain anomalies in this budget vs actuals 
spreadsheet and suggest key talking points for 
ELT.”

Copilot in Excel Strong
Very good at identifying patterns and drafting commentary 
in business language; not a substitute for proper financial 
controls or materiality checks.

9 Finance / reporting 
analyst

“Perform complex modelling (e.g. multi-year 
scenario planning with advanced stats).”

Excel + Python, specialist 
analytics tools

Weak for 
Copilot 
alone

Copilot helps with formula writing and basic analysis, but 
advanced modelling is still better done with Python/R and BI 
tools, potentially assisted by AI code helpers.

10 Communications 
advisor

“Draft a media release / intranet story from this 
source document and key messages.” Copilot in Word Strong

Great for first drafts and tailoring tone; still needs comms 
review to ensure alignment with Ministerial expectations, 
brand, and risk appetite.

11 Communications 
advisor

“Create complex infographics and fully designed 
campaign visuals.”

Adobe tools, Canva with AI 
features

Weak for 
Copilot

Copilot in PowerPoint can suggest layouts and simple 
imagery, but design-heavy work is better in specialist 
creative suites with AI-assisted templates.

12 Senior manager / ELT
“Summarise all correspondence, recent 
decisions, and open actions related to the XYZ 
programme.”

Copilot in Outlook + Teams + 
SharePoint Agent Strong

Copilot can summarise mail and Teams threads, while a 
SharePoint Agent aggregates documents and decisions; 
together they reduce manual collation.

13 Senior manager / ELT “Produce a fully accurate, legally robust briefing 
suitable for direct release without review.” None (requires humans) Not fit for 

purpose

Current tools are drafting and decision-support aids only; 
public sector legal, Treaty, and political implications require 
expert human review and sign-off.

14 HR advisor
“Draft role descriptions / adverts and selection 
criteria based on these templates and our 
capability framework.”

Copilot in Word + SharePoint 
template library Strong

Speeds reuse of existing material and ensures consistency, 
but HR still must check equity, bias, and alignment with 
public sector employment standards.

15 HR advisor “Screen CVs and make automated shortlist 
decisions.”

Specialist HR / ATS tools with 
AI

Weak for 
Copilot

Shortlisting should be handled by vetted HR systems with 
bias controls and clear audit trails; using generic Copilot 
chat here raises fairness and transparency risks.

16 Information / records 
manager

“Classify these documents against our file plan 
and apply retention labels.”

Copilot-assisted Microsoft 
Purview, or M365 
auto-labelling

Mixed
Copilot can suggest categories from text, but systematic 
records management is better handled through configured 
auto-labelling and compliance policies in M365.

17 Information / records 
manager

“Search across historical record sets (incl. 
scanned PDFs) for specific cases and produce 
evidence packs.”

SharePoint Agent + 
specialised document 
understanding (e.g. ABBYY, 
UiPath)

Strong

Agents can provide semantic search and summaries, while 
dedicated document-understanding tools handle OCR, 
entity extraction, and accuracy metrics better than Copilot 
alone.

18 Contact centre / 
frontline staff

“Provide suggested responses to common public 
enquiries based on our knowledge articles.”

Copilot-based chatbot / 
Copilot Studio agent Strong

When connected to curated knowledge in SharePoint or 
Dataverse, agents can surface consistent answers; still 
needs guardrails and escalation paths for complex cases.

19 Data / insights 
analyst

“Summarise key insights from this survey export 
and suggest 3–5 findings for a slide deck.” Copilot in Excel / PowerPoint Strong

Copilot can summarise descriptive stats and propose 
narrative, but analytical validity (sampling, significance) still 
needs a trained analyst.

Legal / regulatory 
advisor

“Draft a first-cut legal memo based on this 
statute section and prior advice documents in 
our SharePoint library.”

Copilot in Word + SharePoint 
Agent

Tools can speed collation of precedents and structure the 
memo, but legal reasoning, case law interpretation, and 
advice to decision-makers must remain human-led.

Example 

“You are providing support as research assistant for 
deployment and adoption of Microsoft Copilot and 
SharePoint Agents in pilot group. 

Of the standard (corporate) business productivity 
activities that Copilot would be requested to 
perform, and which are delivered with a strong 
output vs. which would you potentially use an 
alternative toolset or service. 

Create a table of capabilities and typical tasks that 
business / information worker undertakes in NZ 
public sector organisation, and indicate which 
Copilot, SharePoint Agent or other service (name 
examples) are strong at. Table should indicate Type 
of business user (role), and activity (prompt), fitness 
of purpose, comments on strengths or weaknesses. 
Specify 20 or so such items.”
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