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1 Common information

1.1 Title

Offer Name: Copilot SmartRoutines, a 9 week program to improve your efficiency.
1.2 Summary

Microsoft Copilot is a companion app that helps in processing information and
creating content based on available information in all digital workplace tools of the
Microsoft 365 Suite. It uses artificial intelligence (Al) to assist users in various tasks,
such as data analysis, document processing, communication, and decision making.

Microsoft Copilot SmartRoutines is a streamlined program designed to facilitate the
integration of Microsoft Copilot into daily workplace operations. Over a nine-week
period, organizations are equipped with a library of customizable routines tailored to
enhance productivity and manage information overload of their 6 most common daily
office routines. Each routine leverages Al-driven prompts to automate and optimize
common tasks such as starting the day, wrapping up work, managing projects, and
transitioning back from holidays. This offering not only simplifies the adoption of
Microsoft Copilot but also transforms how teams interact with their digital
environment, enabling them to focus more on strategic tasks and less on routine
processes. Ideal for businesses seeking to elevate their efficiency, Microsoft Copilot
Smart Routines ensures a seamless blend of technology with everyday work
activities, fostering a smarter, more connected workplace.

1.3 Pricing

Pricing: € 12.500 for 100-200 users.

125 € / User
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2 Detailed information

2.1 Headline

Transform your workday: discover Microsoft Copilot Smart Routines.
2.2 Introduction

Introducing Microsoft Copilot Smart Routines is your pathway to a more streamlined
and intelligent workplace. This innovative nine-week program is designed to
seamlessly integrate Microsoft Copilot into your organization, harnessing the power
of Al to automate and refine your 6 most common daily office routines. From
kickstarting mornings with precision to wrapping up days with efficiency, Copilot
Smart Routines offers a library of customizable Al routines that empower your teams
to manage information overload and prioritize tasks effectively. Whetherit's returning
from a holiday or juggling multiple projects, our tailored routines ensure you maintain
control over your workflow, maximizing productivity without stress. Step into the
future of work with Microsoft Copilot Smart Routines and transform your daily
operations into a model of efficiency and intelligence.
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2.3 How it works

By installing 6 daily routines in a program of 9 weeks, we’ll kickstart the use of
Microsoft Copilot in your organization. During these weeks we are organizing one
workshop per week, packed with inspiration and a library of prompts that you can
tailor and use to improve your workday.

Each workshop is designed to be hands-on and interactive, ensuring participants not
only learn but also apply their new skills in real-time, maximizing the impact of the
Copilotintegration into their daily work lives.

Topic
Initial Intake &
Preparation

Week |
1

Activities
This initial week is dedicated to understanding the specific needs and workflow dynamics of
your organization. The workshop will involve a comprehensive assessment of existing
processes andtools, identification of key pain points, and an introduction to Microsoft
Copilot's capabilities. Participants will set up Copilotand customize it for their workplace,
ensuring a tailored approach right from the start.

Daily Routines

Focus on establishing Al-assisted routines that streamline everyday tasks such as email
management, daily planning, and task prioritization. The workshop will train participants on
setting up and customizing these routines to maximize morning productivity and end-of-day
wrap-up efficiency, making everyday processes smoother and more manageable.

Meeting Routines

Concentrate on optimizing meeting efficiency with routines that prepare agendas,
summarize background materials, and follow up on action items. This includes making use
of transcribed meetings.

The workshop will explore howto use Copilot to automate meeting scheduling based on
participant availability, generate minutes, and track the completion of meeting-related tasks.

Project Management
Routines

This week addresses project oversight and management. Participants will learn how to use
Copilot to create project timelines, monitor project status, and automatically generate
progress reports and communications to stakeholders. The workshop aims to enhance
project transparency and accountability through automated routines.

After out-of-office
routines

After a holiday or any out-of-office period, catching up can be challenging. This session
focuses onroutines that help summarize key communications missed, update on project
statuses, and reprioritize tasks to smoothly transition back into work. The workshop will
teach participants how to quickly regain control of their workflow post-absence.

Recap and review
session

Midway through the program, this week serves as a checkpointto reviewthe progress and
effectiveness of the implemented routines. The workshop will provide an opportunity for
feedback, adjustments, and sharing best practices among participants, ensuring that
everyone is optimizing their use of Copilot effectively.

Brainstorming &
Workshop routines

Enhancingcreativity and idea generation through structured Al-assisted brainstorming
sessions isthe focus this week. Workshops willinclude setting up Copilot to facilitate and
record brainstorming sessions, generate ideasbased on trend analysis, and ensure that
creative workflows are efficiently managed.

Collaboration routines

This week emphasizes improving teamwork and collaborative efforts. The workshop will
demonstrate how to use Copilotto coordinate tasks, share documents seamlessly, and
maintain communication flow among team members, ensuring everyoneis aligned and up
to date with team objectives.

Review and impact
workshop.

The final week will reviewthe overall impact of integrating Copilot into the organization’s
daily operations. This comprehensive workshop will assess the changes in productivity
levels, gatherextensive feedback, and plan forfuture enhancements or ad ditional routines
that could be introduced.
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2.4 Target Audience

The target audience for the "Microsoft Copilot Smart Routines" program is primarily
organizations and their employees who are looking to enhance productivity and
streamline their workplace operations through advanced technology.

Operational Managers:

Operational leaders across various departments need efficient tools to manage daily
workflows, project timelines, and team productivity. These include heads of
departments, project managers, and team leads who are constantly looking for ways
to improve process efficiency and team performance.

HR and organizational Development Professionals:

HR managers and training coordinators who are focused on employee development,
onboarding processes, and enhancing employee engagement through technology.
They would value routines that help in managing organizational knowledge and
maintaining corporate culture.

Administrative Professionals:

Executive assistants, office managers, and other administrative roles who would
benefit from automation of routine tasks such as scheduling, email management,
and document preparation.

Team Members across All Levels:

Regular users of Microsoft 365 who will directly interact with Copilotin their daily
tasks. This includes staff from various functional areas such as sales, marketing,
finance, and customer service.
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2.5 Reference logos or case studies

Not yet

Service Offering 2.0 X



2.6 Visual elements

2.7 Contact Information

Who is the main contact for this offering (BUM or solution sales)
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