
Copilot Leadership Playbook
Complete this guide to document and create your comprehensive AI Playbook.

Microsoft 365 Copilot Productivity Playbook Outline

This outline is a simplified guide for building your Copilot Leadership Playbook throughout the
program. Each section corresponds to key questions you’ve been asked to reflect on as you use
Copilot to streamline your workflows across Microsoft 365 apps. Use this outline as a framework
to fill in your insights and experiences, creating a complete, personalized Playbook by the end of
the program.

1. Introduction to Your Project

● What project(s) did you use Copilot for?
● What were your main responsibilities and objectives?
● How did you plan to use Copilot across Microsoft 365 applications?

2. Automating Tasks and Workflows

● What were the most time-consuming tasks in your workflow?
● Which tasks did you automate with Copilot (e.g., document creation, data analysis, report

generation)?
● How did Copilot streamline these tasks?
● How much time did you save by automating these workflows?

3. Communication and Collaboration

● How did Copilot help manage your emails?
● How did Copilot assist with scheduling meetings and managing invitations?
● How did Copilot improve team collaboration (e.g., assigning tasks, summarizing

meetings)?
● What impact did these automations have on your team’s productivity?



4. Data Analysis and Reporting

● Which data-related tasks did Copilot automate (e.g., data entry, trend analysis)?
● How did Copilot help analyze data and generate reports?
● How did the visualizations or reports generated by Copilot improve decision-making?
● What key insights did Copilot help you uncover?

5. Presentation Creation

● How did Copilot assist with creating presentations?
● How did Copilot automate slide content creation (e.g., generating bullet points,

summaries)?
● How did Copilot enhance the visual design of your slides?
● How did these automations impact the quality and efficiency of your presentations?

6. Reflection on AI-Driven Productivity

● How has using Copilot transformed your overall workflow?
● What specific tasks have become easier or faster with Copilot?
● How much time have you saved overall?
● How will you continue to use Copilot in future projects?

7. Final Review and Certification

● How has Copilot helped you achieve the goals of your project?
● How did you integrate AI into your daily tasks across Microsoft 365 apps?
● Are you confident in using Copilot to optimize workflows in the future?
● What would you recommend to others trying to implement Copilot in their workflows?

By following this outline, you’ll have a structured approach to completing your Productivity
Playbook and preparing for certification. Answer the key questions for each section as you
progress through the program.




