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Introduction

Most SMB leaders are not short on ideas, you are short on time, attention, and spare
capacity. The day fills up with meetings, inbox pressure, customer questions, internal
approvals, and the constant need to turn half formed thinking into something your team
can act on. That is exactly why Microsoft 365 Copilot is worth a serious look, not as a novelty,
and not as a technology project, but as a practical way to scale output with the people you
already have.

This guide is written for business owners, managing directors, operations managers, and
similar roles in organisations of roughly 10 to 300 employees who want a clear view of
what Copilot changes in day-to-day execution. We will keep the conversation grounded in
the realities that matter, how quickly your team can move from request to response, how
consistent your communications and reporting are, and how confident you feel in decisions
when information is spread across emails, files, and chats.

You will come away with a plain English explanation of Copilot, a shortlist of high impact
use cases, a sensible approach to who should get licences first, and a simple way to de-risk
adoption by getting data, permissions, and governance in order from the start.
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What is Microsoft 365 Copilot?

Microsoft 365 Copilot is an Al assistant built into the Microsoft 365 tools your team already
uses, such as Outlook, Teams, Word, PowerPoint, and Excel. In simple terms, it helps people
turn information into outputs faster. That might be a first draft of an email, a summary of a
long thread, a clearer version of a document, or a quick explanation of what a spreadsheet is
telling you. Rather than forcing your organisation to adopt a new platform, it brings support
into the flow of work where the work already happens.

For leaders, the key point is that Copilot works best when it has context. It can use the
content your business already has in Microsoft 365, like emails, meetings, files, and chats, to
produce answers and drafts that reflect how you operate. That is why it can feel less like a
generic chatbot and more like a productivity layer across day-to-day execution.

It is also important to set expectations early.

Copilot is not a strategy on its own. It will not decide what matters most to your business,
how you want to serve customers, or how you should measure performance. It supports
those decisions by reducing the friction between intent and execution.

Copilot is not set and forget automation. It produces drafts and suggestions, but your
people still need to review, validate, and apply judgement, especially when accuracy, tone, or
compliance matter.

Finally, Copilot is not equally valuable for every role on day one. The best early results tend to
appear in roles with heavy communication, repeatable knowledge work, and a constant need
to summarise, draft, and clarify. The right approach is to prove value in the most suitable
areas, then scale with a clear plan.




Where Copilot is Used Daily

Copilot shows up in the places where most SMB teams spend their working week, which is
why it can have an immediate effect on workload and responsiveness.

In email and everyday communication, Copilot can help draft replies, shorten long
messages, improve clarity, and summarise threads so people can respond without
rereading an entire chain. In practice, this is about speed, but it is also about consistency,
because the same teams often send the same types of updates to customers and
colleagues again and again.

In meetings and follow ups, especially in Teams, Copilot can help people catch up on what
was discussed, identify actions, and document decisions. For leaders, the value is not just
saving note taking time, it is reducing the risk that important points get lost when a day is
packed with calls.

In documents, Copilot supports creation and review. In Word it can generate a workable first
draft from a short brief, refine a messy draft into something more structured, and suggest
improvements. In PowerPoint it can help translate content into presentation form, giving
teams a faster route from idea to shareable output.

In reporting and analysis, Copilot in Excel can help interpret data, surface patterns, and
support faster explanation of what the numbers mean, which can improve both reporting
cadence and decision readiness.

Finally, in knowledge retrieval, Copilot Chat, plus tools such as Researcher Agent

and Analyst Agent, can help people find, summarise, and synthesise information across
files, emails, and chats without relying on who happens to remember where something
was stored.




The Core Business Outcomes Copilot Can Influence

If you want a leadership lens, focus less on features and more on what changes in the operating rhythm of the business.

Cycle time and throughput improve when teams spend less
time producing first drafts, summarising context, searching for
information, or translating raw notes into usable outputs. The

work still needs ownership, but the time between request and
deliverable can shrink, which matters directly in sales, service,

operations, and internal decision making.

Customer responsiveness improves when your team can get to
the point faster. Summaries, suggested drafts, and quicker retrieval
of prior context can reduce delays, particularly when queries
require pulling information from multiple people or systems.

Quality and consistency improve when communication and
documents start from stronger baselines. Copilot can help teams
follow a consistent structure, tone, and level of detail, especially

for repeatable outputs such as proposals, customer updates

and internal comms. The result is often less rework, fewer
misunderstandings, and a more professional customer experience.

Management visibility and decision support improve when
Copilot helps turn dispersed information into a usable view.
Leaders can spend less time chasing updates and more time
interpreting what is happening, what is changing, and where
attention is needed.




Starting Small with Copilot Chat

Copilot Chat is the simplest place to begin because it is available to everyone, free of charge,
with a Microsoft 365 subscription, and it helps build the right habits early. Instead of treating
Al as a special tool reserved for a pilot group, you can make it part of everyday working life, in
a controlled, work appropriate way.

This matters because many employees will try Al whether you approve it or not. If the
only option they see is consumer tools, people may copy and paste business content into
services that are not designed for corporate data protection, governance, or audit needs.
Copilot Chat provides an enterprise grade alternative within the Microsoft environment,
which means you can give staff a safer place to draft, summarise, and think through work,
while still applying your normal policies and controls.

The goal is not to encourage constant experimentation. It is to encourage consistent use in a
few repeatable scenarios that remove friction from the day.

Once every employee has a baseline level of comfort with prompting, the rest of the Copilot
rollout becomes easier to manage. People stop seeing Al as a gimmick, managers get clearer
visibility of where time is being saved, and you can make better decisions about where paid
Copilot licences will deliver the strongest return.

9 Microsoft 365 Copilot Chat

Draft a comprehensive report on the latest updates to the Employments Rights Acts in the UK.

4+ 2 Tools




The Business Case:

ROI that Stands Up
in the Real World




The most credible Copilot business cases in SMBs are not built on abstract productivity
claims. They are built on time being reclaimed from low value work, then deliberately
reinvested into higher value outcomes, with a small number of measurable workflows.

First, there is time reclaimed through admin reduction. Across your business, think about the
hours lost each week to drafting routine emails, rewriting updates that were unclear the first
time, summarising long threads, and producing meeting follow ups. Copilot does not remove
accountability for these tasks, but it can reduce the effort required to get to a usable first
draft, which is often where the time goes.

Second, Copilot can support faster revenue motion. Sales and presales teams can move
from discovery notes to proposal structure more quickly, respond to prospects with better
consistency, and produce customer ready materials at a higher cadence. Onboarding also
benefits when knowledge is easier to find and information is easier to turn into repeatable
training content and checklists.

Third, Copilot reduces operational drag. Fewer hours are lost to meeting administration,
status reporting, and chasing information across email, chat, and documents. When
reporting becomes easier to produce and easier to read, leaders get a clearer view of
progress without adding new layers of bureaucracy.

Finally, there is risk reduction. Standardised communications, clearer documentation, and
fewer manual copy and paste steps can reduce avoidable errors, improve consistency in
customer messaging, and lower the likelihood of important details being missed.




Conditions for ROI

Copilot only delivers reliable return when a few conditions are true, and these are as much
organisational as they are technical.

Adoption and behaviour change come first. If people keep working exactly as they do

today and only open Copilot when they remember, value will be sporadic. ROl comes when
teams build small habits, use it in the same workflows every week, and treat it as part of how
work gets done.

Clear use cases and prompts matter because generic usage produces generic outcomes.
The fastest path to value is to pick a small number of repeatable tasks and define what good
looks like. That includes creating simple prompt examples, quality standards, and review
steps, so outputs are consistent and safe.

Data quality and findability are non-negotiable. Copilot cannot summarise what it cannot
find, and it cannot improve messy information without a clean starting point. If documents
are scattered, duplicated, or poorly named, the assistant will reflect that reality.

Governance and permissions must be aligned. Copilot respects the access model you
already have, which means over sharing becomes more visible, and poor access hygiene can
create surprises. Tighten permissions, classify sensitive content where appropriate, and be
clear on how information should be stored and shared.




In the first 30 to 90 days, focus on signals that predict long term value, rather than trying to
calculate perfect ROl immediately.

Start with usage patterns. You are looking for consistent use in the workflows you targeted,
not random experimentation. A small group using Copilot daily for specific tasks is a stronger
sign than a large group using it occasionally.

Next, look for a reduction in rework. This might show up as fewer editing rounds on
proposals, fewer clarifying emails, or fewer meetings to align on something that should have
been clear in the first place.

Then track faster turnaround times in areas that matter, such as customer responses,
proposal delivery, internal reporting, and meeting follow ups. Even modest improvements,
repeated every week, compound quickly in a small organisation.

Finally, pay attention to user confidence and repeatable workflows. The moment
value becomes sustainable is when individuals can describe exactly how they use
Copilot, share their prompts with colleagues, and produce consistent results without
needing constant support.




ROl in the Real World

If you want an ROI reference point that is
grounded in how SMBs actually operate,

the most useful external frame is Forrester
Consulting's Projected Total Economic Impact
study of Microsoft 365 Copilot, commissioned
by Microsoft. The study was built from
interviews with representatives across seven
SMBs already using Copilot, plus a survey

of 266 SMB decision makers implementing
generative Al solutions, with results modelled
into a composite organisation of 200

employees and $35 million in annual revenue.

For that composite, Forrester projected a
three-year, risk adjusted ROI range of 132%
to 353%, with a projected net present value
from $358,000 to $955,000 depending on
the impact scenario. What matters most is
not the headline range, but where the value
comes from. Forrester grouped benefits into
three transformation pillars: go to market,
operations, and people and culture.

In practice, that means faster creation of
client facing content like proposals and
presentations, less time lost searching for
information or recovering missed context
from meetings, and more consistent execution
across functions that tend to overlap in

SMB roles.

The study also highlights a point many leaders
will recognise. When Al use is pushed into
unmanaged consumer tools, it can introduce
security concerns and limit adoption. By
contrast, organisations saw security and
compliance considerations as a driver for
choosing Microsoft 365 Copilot, alongside
productivity outcomes.

Taken together, the message is clear.

Copilot tends to pay back when you pair it
with training, change management, and basic
data and permissions hygiene, then focus it
on repeatable workflows where time savings
convert into real operational capacity, better
customer experience, and stronger

financial performance.

132%-353%

Projected return on
investment

$629K-$1.2m

Projected benefits
present value

$358K-$955K

Projected Net
Present Value



https://tei.forrester.com/go/microsoft/SMB365Copilot/?lang=en-us
https://tei.forrester.com/go/microsoft/SMB365Copilot/?lang=en-us

Where to Start:

Selecting the Right
Teams and Roles First




A Licensing-First Mindset That Works

It is tempting to treat Copilot as a straightforward licence rollout. Buy licences, assign them
to everyone, and expect results to follow. In practice, that approach often underperforms
because it skips the hard part, which is helping people change how they work.

A licensing-first mindset that works is still commercially simple, but operationally disciplined.
Start by deciding whether you are running a pilot cohort or going straight to a full rollout.
For most SMBs, a pilot cohort is the smarter first move, not because you doubt the tool,

but because you want to learn quickly without creating noise. A good pilot gives you real
evidence of where value appears, which prompts are useful, what governance gaps show up,
and what training actually sticks.

Rolling Copilot out to everyone at once often creates three predictable problems. First,
users do not have shared working norms, so outputs vary, confidence drops, and people
stop using it. Second, leaders struggle to understand what is working because adoption
is inconsistent across the business. Third, you discover data and permissions issues after
people have already formed opinions, which makes recovery harder.

A phased rollout gives you a cleaner story. You build repeatable success in the first wave,
then expand with clearer expectations, better internal examples, and less risk.




Best-Fit Characteristics for Early Adopters

The strongest early outcomes usually come from teams where knowledge work is heavy,
collaboration is constant, and the cost of slow execution is visible. In those roles, time is
lost in drafting, summarising, searching, and reworking, so even modest improvements
compound quickly.

Look for people who produce repeatable outputs. This includes reports, proposals, client
communications, policies, internal updates, meeting notes, and status summaries. When
the deliverable is familiar, Copilot can help generate a strong first draft, and your team can
spend more time improving the content rather than creating it from scratch.

It also helps when metrics are clear. Early adopters should have workflows where you can
measure speed, volume, and quality without creating a reporting burden. That might be time
to respond to customer emails, time to produce a proposal, the number of revision cycles on
key documents, or the time it takes to produce a weekly operations report.

Finally, choose people who are open to learning. Copilot rewards curiosity and good
judgement. Early adopters should be willing to experiment within sensible boundaries, share
what works, and keep human review in the loop.




Recommended Starting Teams

Every SMB is different, but certain teams tend to show early value because their work sits at the intersection of communication, coordination,
and decision making.

Leadership and operations teams often have heavy meeting loads and frequent reporting needs. Copilot can help them turn meeting
discussions into action lists, produce clearer updates faster, and maintain reporting cadence without adding admin overhead.

Sales and presales teams benefit when proposal velocity improves, and account planning becomes easier to organise. Copilot can help
structure proposals, draft outreach and follow ups, and turn discovery notes into usable internal summaries, which can free up time for selling
and customer engagement.

Customer service and client success teams tend to see value through response quality and speed. When context is spread across emails,
tickets, and chats, Copilot can help summarise what has happened so far and draft more consistent replies, while the team remains
accountable for accuracy.

HR and people operations teams often create policies, internal communications, onboarding plans, and training materials. Copilot can reduce
the blank page problem, improve consistency in tone, and accelerate documentation that supports employee experience.

Finance and admin teams can benefit in specific areas, such as summarising narrative updates, drafting communications, and supporting
reconciliations where appropriate. As with all finance work, outputs need review, and access controls must be tight.




Copilot adoption is not just a technology rollout, it is a working practice change. Internal
ownership is what keeps it practical, safe, and consistent.

Start with an executive sponsor. This does not need to be a technical person, but it should
be someone who can connect Copilot to business outcomes, set expectations around
responsible use, and protect time for training and adoption.

You also need an IT and security owner. Their role is to ensure the technical and governance
foundations are right, including identity, permissions, and safe data handling. They also help
monitor usage patterns and guide any policy decisions that emerge as people start using
Copilot in new ways. This is where a managed service provider (MSP), can add significant
value, by handing all IT and security requirements.

Department champions are the bridge between strategy and reality. They gather practical
use cases, support colleagues, and help normalise what good looks like in prompts and
outputs within their function.

Finally, assign ownership of a prompt library. This is simply a curated set of prompts and
examples that reflect your business language and recurring workflows. A living prompt
library prevents every user from starting from scratch, improves consistency, and makes it
easier to scale success beyond the first group.




High-Impact
Use Cases
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Communication: . o) Microsoft Outlook
Faster, Clearer, More Consistent

In most SMBs, communication is where time leaks first. Leaders and From: john@smith.com ~
teams spend hours each week drafting emails, rewriting messages that
were misunderstood, and trying to strike the right tone under pressure. o
Copilot can help by producing a strong first draft quickly, then refining it 2
into something clearer and more consistent, without taking control away
from the sender. Van Der Project Status Update
A practical starting point is drafting and refining emails. You can provide Dear all,
a few bullet POlntS or a short deS'cr|pt|on'ofvvha't yOU need .'EO Say' | hope you are well. A gquick update on the Van Der project: everything remains
then ask Copilot to create a version that is concise, professional, and on track and progressing as planned.
structured. The value is speed, but also the reduction in mental load, " ] Lo o
owever, | would like to highlight a key dependency — procurement
especially when you are sending repetitive updates, responding to timelines.

customer queries, or following up after meetings.

Should there be any delay in the procurement process, this will have a
significant knock-on impact on our overall schedule.
Tone and clarity are the second lever. Copilot can rewrite messages

To avoid disruption, please ensure any procurement-related actions are

to be more direct, more diplomatic, or easier for a non-technical N s :

. s ) prioritised and completed promptly. if you anticipate any delays or require
audience to understand. This is particularly useful when leaders are support, do let me know as soon as possible.
communicating change, setting expectations, or handling
sensitive issues.

Thank you for your continued collaboration.

Kind regards,

Finally, Copilot can help create templates for common communications.

Write an update email for all stakeholders

That might include project update emails, customer onboarding involved in the Van De

messages, internal announcements, or standard responses to recurring highlighting that it is on track, but if there

questions. When templates are agreed and reused, your business
sounds more consistent, and your team spends less time
reinventing messages.




Meetings:
Reduce the Tax on Leadership Time

Meetings are often necessary, but the cost is not just the hour on the
calendar. It is the preparation, the missed context, and the follow up
work that fills the rest of the day. Copilot can reduce that tax by turning
meeting content into usable outputs that keep work moving.

Summaries are the obvious win, but the deeper value is structure.
Copilot can capture the key points, identify what was decided, and
highlight what is still unresolved. For leaders, this makes it easier to
scan, confirm, and move on, rather than relying on scattered

notes or memory.

Actions and decisions matter because they prevent drift. When the
summary includes who owns what and when it is due, accountability
improves without adding another meeting to clarify.

Follow up emails and task lists are another high impact use case. Instead
of writing a recap from scratch, you can ask Copilot to draft the follow up

based on what was discussed, then edit it quickly before sending. That
helps ensure commitments are recorded while they are still fresh.

It also supports catch up for people who missed the meeting or joined
late. Rather than asking colleagues to repeat the discussion, they can
review a summary and understand the outcomes faster.

T Microsoft Teams

—

Micresalt Teams

Product Roadmap Discussion

o BRI () ] @ @ <o
- i
0 % % 11:23 / 1:48:42

Topics Chapters

_e Mona Kane
- -

a EaL ak Shammas

ustom summary 3. Daniela Mandera
—-— L]

G Amanda Brady

Meeting notes 1& Bruno Zhao

[}
» Product Vision and Brand Alignment: |
izing the importance of '}I'IIFW { Sho
-term vision of deliver; g

Supply Chain and Production Constraints: Leo Zhang provided an update on
supply chai and production dependencies for the upcoming produc
that while most d
very of recycled fabrics due to increased global demand.

Customer Feedback Integration: -‘ophn-n Lin presented a Lomprehemue summary
of customer feedback collected

1 strategy for the new
lling that connects the pn



Documents:
Speed Up Creation and Reduce Rework

Document work is a common bottleneck in SMBs. Proposals, statements
of work, client updates, and internal documentation often sit in draft

for too long because the first version takes time, and review cycles take
even longer. Copilot can help teams get to a usable draft faster, then
improve it with fewer revision loops.

For customer facing documents, Copilot can turn a short brief into a
structured starting point. It can help outline a proposal, draft a client
update in a consistent format, or create sections that can be refined by
subject matter experts. This does not remove the need for review, but it
can reduce the blank page problem and speed up the first pass.

For internal documents, Copilot is useful for policy and procedure drafts.

You can provide the intent, the audience, and any constraints, then ask
for a draft that can be checked by the relevant owner. This is particularly
helpful when documentation is overdue and the business has been
relying on informal knowledge.

Copilot can also review and improve existing documents. It can suggest
clearer structure, tighten wording, highlight gaps, and rewrite sections
for a specific audience. That supports consistency and reduces the
rework that often happens when different people edit in different styles.

'} Microsoft Word

Monthly Report - [Monthf‘(ea r]

1. Key Metrics

{You mentioned you'll add these - here is a placeholder section for you to complete.)

+  Metric 1:
+ Metric 2:
s« Metric 3:

2. Highlights
s Increase in engagement from the legal sector - Engagement levels rose this
month, indicating stronger interest and traction within legal-focused audiences.
s Project Anchor nearing completion - Final milestones are being wrapped up,
with the project approaching its closing phase.
3. Action Items

Review and sign off the scope for Project Filament - Scope documentation needs to
be reviewed and approved within the next three weeks to stay on track for upcoming
deliverables.

Start a monthly report with sections for key metrics, highlights, and action items.

I will add in the key metri it the highlights include an increase in engagement from the legal
sector and project anchor is nearing completion.

Action ite hould include that the scope for project filament needs to be reviewed and signed
off in the 3 weeks.

T <



Reporting and Analysis:
Better Decision Support

Many SMB leaders spend too much time turning information into
something they can act on. Data sits in spreadsheets, updates sit in
emails, and insights sit in people’s heads. Copilot can help by converting
notes and numbers into a narrative that is easier to understand and
easier to share.

One use case is turning notes and data into a structured summary.
Instead of manually writing the story of what happened this week, you
can ask Copilot to draft a status update that captures progress, blockers,
and priorities, based on the inputs you provide. Leaders can then review
and adjust rather than start from scratch.

Executive summaries and board updates are another common pain
point. Copilot can help create a first draft that is more concise and
more consistent, which is useful when reporting needs to be regular,
comparable month to month, and aligned to the same set of
business measures.

Trend spotting and risk or issue summaries can also improve decision
support. You can ask Copilot to help identify patterns in a dataset,
highlight outliers, and propose possible explanations, then validate
those findings with your team. Used properly, this can shorten the time
between data arriving and decisions being made, without lowering the
standard of governance.

m
X Microsoft Excel

© 1. Seasonal Patterns by Region

Units Sold - by Region

Seasonal Units by Region

Product. Visualise anything mate
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) Microsoft 365 Copilot Chat
Knowledge Retrieval: -

Sto p HAS kl ng Aro un d” Project Anchor — Change of Scope

In growing SMBs, knowledge becomes fragmented quickly. Documents
live in different folders, decisions are buried in email chains, and context
is spread across Teams chats and meetings. The result is a familiar
pattern, people ask around, wait for replies, and recreate work that
already exists.

Copilot can reduce that friction by helping users find the right document,
thread, or summary quickly, using natural language rather than manual
search. Instead of guessing where something was saved or who last
touched it, people can ask a question and then follow the trail of sources
to confirm what is relevant.

off, audit

It also helps summarise long email chains and chats. This is particularly " Princples: MVP m mpliant operationaly cupportable. and measurable baric teemetry
valuable when a project has been running for weeks and new people Bl impac nt baseine, and
need context, or when a leader needs to understand the state of play :
without reading dozens of messages.

Another high impact pattern is creating a ‘what we know so far’ brief.
When an issue emerges, a customer escalation, a delivery risk, or a
change in scope, Copilot can help assemble a short summary of what . Ucsosiog 8 i cor Fo ot i
has happened, what is agreed, what is still uncertain, and what decisions
are needed. That makes discussions more productive and reduces . .. Creale a 'whal we know so [ar’ brief for the change of scope of project
delays caused by missing context. - partnerded  anchor. Include a short summary of what has happened, what is agreed, what

is still uncertain, and what decisions are needed

+ 2 Tools O e




Example

Use Case Business | Ease of Risk Success Metric | Owner Timeline
Impact Adoption
Proposal first 5 3 2 Time to first Sales WEES
draft generator proposal draft Operations 1-4
. Meeting action 4 5 1 Time to send PMO Lead WEES
Use Case ShortIISt’ follow ups actions 1-3
The ”Ple 3—5" V\/O rkSheet Customer email 5 4 3 Avg. response Support WEESS
triage time Manager 2-5
To avoid spreading effort too thin, choose three to five use cases Selles conient 2 2 1 imeeipiaciE R s
. : . - . repurposin content Marketin 2-4
to focus on in the first phase. The simplest way to do this is with PLTReSIE .
: : : X Internal policy 2 2 2 Policy query HR WEES
an impact versus effort grid. List candidate use cases, then score : . :
Q&A assistant response time Operations 4-7

each one on business impact, ease of adoption, and risk.

For each selected use case, define the metric you will use to
judge success. Keep metrics practical, such as time to produce a

proposal, time to send follow up actions after meetings, response v ol

. : - eeting action follow ups
time to customer queries, or the number of revision cycles & P
required for key documents. Customer email triage

Finally, assign an owner and a timeline. Ownership ensures that :

. . Proposal first draft generator
prompts, templates, and working practices are captured and
improved, rather than remaining informal. A timeline creates
momentum and helps you review progress while the experience

is still fresh, so you can decide whether to expand, refine, or stop Sales content repurposing

and fix the foundations.

Internal policy Q&A assistant




AL R De-Risking Adoption:

Security, Permissions,
Compliance




The Simple Rule Leaders Need to Know

Microsoft 365 Copilot respects your existing
Microsoft 365 permissions.

It does not invent new access, it works with what is
already in place. If the right people have the right
access, Copilot will behave sensibly.

If your environment is over shared or poorly
governed, Copilot can surface that quickly, so
governance matters.




Most security concerns around Copilot are not about the tool itself. They are about what it
reveals about how information is currently stored, shared, and controlled. SMBs often grow
quickly, and governance tends to lag behind, which is understandable. The risk is that Copilot
makes weak information practices more visible and more searchable.

Over-permissioned SharePoint and Teams is the most common issue. In many
organisations, large groups have access to sites or channels by default, with little review
over time. If sensitive documents sit in a space that is effectively open to most employees,
Copilot can make it easier for someone to discover that content, even if they were not
actively looking for it.

Sensitive data sprawl is the second risk. Copies of spreadsheets, exported reports, draft
contracts, and customer lists can accumulate across personal OneDrive folders, shared
drives, and Teams chats. The more duplicates that exist, the harder it is to control access
and the harder it is to ensure people use the most current version.

Inconsistent retention and classification also matter. If you do not have clear retention
rules, or you have not applied labels consistently, old data can remain available longer than
it should, and important data can be hard to distinguish from low value content. That affects
both compliance and decision quality, because people can end up working from

outdated information.

Finally, shadow Al and unmanaged tools remain a practical risk. If employees cannot use a
work approved assistant, some will use consumer tools and paste in business content to get
the job done. That can create unnecessary exposure and makes governance difficult. A clear
internal policy and a safe, approved option reduce that temptation.




Questions to Answer Before Adopting Copilot

Before you scale Copilot usage, you should be able to answer direct
questions that reveal whether the foundations are ready, such as:

“Who can see what today, and is that appropriate
for the data we store in SharePoint, Teams, and
OneDrive?”

“What data is exposed through search and Teams,
and are there areas we should tighten before
expanding usage?’

“What is our approach to retention and eDiscovery,
and are labels and policies applied consistently?”

“How do we onboard and offboard safely with
Copilot so access is correct initially, and removed
cleanly when roles change?”




How Adoptive Technologies Can Help

Getting value from Copilot is not about switching on a feature and hoping for the best. It is about
making sure the foundations are right, choosing sensible starting points, and setting expectations
so the tool supports your team, rather than distracting them.

We can support you at the points where you want help. That might be confirming licensing
options, understanding what is included in your existing Microsoft 365 subscription, and planning
who should get access first based on roles, workflows, and risk. It might be a short readiness
review to check data structure, SharePoint and Teams permissions, and the governance basics
that influence what Copilot can surface.

If you want more hands-on support, we can also help you shape a lightweight rollout approach,
including practical guidance for end users, and recommendations to improve consistency and
reduce rework over the first 30 to 90 days. Some organisations also prefer ongoing support,
whether that is ad hoc assistance, or a managed service model that keeps governance, user
enablement, and operational hygiene on track as usage grows.

To understand what support makes sense for your organisation, contact us to find out more, and
we can talk through options based on your current environment, your internal capabilities, and
the outcomes you are aiming for. o

Adoptive

0330 043 3054 adoptivetechnologies.co.uk hello@adoptivetechnologies.co.uk




