
The Modern Workplace: Microsoft Copilot + 
My365 SharePoint & Viva Landing Page

Top 8 Tasks Copilot can Help You With
Foundational Skills for New Users

Your Productivity Companion - Assist, Innovate, and Excel Effortlessly



Harness the Power of the Modern Workplace 
and Revolutionize Your Business!

Best Practices when using Copilot

Key Features of the My365 
SharePoint + Viva Landing Page

Scan the QR code to learn more!

Be Clear and Specific
Provide specific instructions to Copilot,
such as topic, purpose, tone, and
required length.

Give Examples
Use clear and specific keywords or
phrases when asking Copilot to write a
piece of text for you to generate
relevant and creative copy.

Provide Details & Feedback
Provide Copilot with contextual details
and give feedback to help it generate
more accurate, consistent responses. 

Review & Revise
Occasionally, Copilot may make
mistakes. Always check its responses
for accuracy, grammar, and style and
refine your prompts as you go.

Robust Security

Tailored ExperienceCentralized Hubsite

Implement department-
based access controls to
safeguard confidential
data, ensuring only
authorized users have
access.

Customize sections,
widgets, feeds, and
content to meet your
needs, seamlessly
reflecting your company’s
branding.

Start your day with a
personalized home-site &
landing page for instant
access to all essential
organizational websites,
folders, and files.

 Microsoft Integration
Seamlessly integrate all
Microsoft apps for quick,
easy, & efficient access,
boosting and maximizing
productivity. 
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