MICROSOFT COPILOT OPERATIONS
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Soft Skills Entry- Level Roles PP { Knowledge management & retrieval

CORE COPILOT USE CASES IN AN ENTERPRISE

: : . Copilot Operator - —
¢ Prompt engineering mindset L e P . o® { Document automation & summarization )
« Critical thinking - el ?A ASS'S“’T . |
« Context structuring ® Microsoft 365 Workflow Assistant |.| { Email + communication operations )
¢ Decision-making with Al Mid-Level Roles
Clear intent gommgnlcotlon  Copilot Automation Specidlist o0 { Process workflow automation )
e Workflow optimization .
© MS3E5 Al Strategist ! { Meeting intelligence & reportin )
Technical Skills ® Prompt Library Manager ||| 9 9 P 9
e Microsoft 365 automation Senior-Level Roles { Department-level copilots (HR, Finance, Procurement) )
» Power Automate flow building ® Al Operations Lead ( 1 J
e Copilot Studio agent design  Copilot Program Manager oo { Data extraction from PDFs/images )
* Data goyernonce sgtup ® Enterprise Al Workflow Architect | : N B - X
e SharePoint structuring . . | { Agent-driven task automation (with Copilot Studio) )
» M365 integrations (Teams, Specialized Roles
Outlook, Excel, Loop) ® Copilot Studio Agent Engineer ::
® Power Automate Hyper-Automation Specialist
Wil Al HABITS OF HIGH-PERFORMING COPILOT TEAMS
TOOLS FOR COPILOT
PROFESSIONALS Write tasks as workflows, not commands
M365 COPILOT

Always provide context + constraints

Standardize prompts as templates

Automate repetitive tasks weekly

Use Copilot Studio for repeat processes

Document wins — build an internal prompt library

Measure impact: time saved, errors reduced, tasks automated

INTEGRATION BLUEPRINT

® Power Automate

€ PowerApps
) Copilot studio

SharePoint structured libraries

O Mol Loop pages for cross-team intelligence

Knowledge & Data

& SharePoint

Y¥¥ ¥ ¥ ¥ ¥

Teams as a command &

collaboration hub COPILOT INTERVIEW QUESTIONS

@ OnebDrive

@ Dataverse Power Automate for repetitive workflows [} How do you convert a business process into a Copilot workflow?

45 Microsoft Graph Connectors

Monitoring [ Governance

@) M365 Admin Center

OnebDrive for content organization What's your method for prompt optimization?

I . i i ?
Azure AD permissions & policies How do you ensure data governance in M365 environments:

€y Purview

(@) Adoption Score How do you identify automation opportunities?

Purview: data safety & access
compliance

O00O000O0

# Power Platform Analytics

BEST PRACTICES LIBRARY

What's your process for evaluating time savings from Al?

How do you design a Power Automate flow with a Copilot agent?

[_Vj Prompt templates [_Vj Automation documentation How do you ensure consistency in prompts across teams?
l_TZ/] Process checklists l_TZ/] Reusable flow components

o . ) What security considerations matter with Copilot Studio bots?
[ﬁ Governance policies [_Vj Agent scripts & triggers

How do you audit Copilot usage across departments?

M365 COPILOT AUDIT FRAMEWORK

Data readiness (SharePoint +
OneDrive structure)

Describe a workflow you automated end-to-end.

A @ Pty el LEARNING RESOURCES
Access & permissions hygiene

_ , Certifications Communities
Prompt libra ry maturlty ¢ Microsoft Certified: Power Platform App Maker ; v ¢ Microsoft Tech Community
2 . ¢ Microsoft 365 Fundamentals “--.-- e Power Platform Community Forum

Workflow d|09n03t|CS & e AI-900 (Azure Al Fundamentals) ¢ M365 Admin Discords

bottlenecks « PL-300 (Data Analyst Associate) « LinkedIn Al Workflow Groups
AdOptiOﬂ measurement & « Copilot Business Certification (when available) ¢ Reddit r/Microsoft365
reporting __

Automation depth score Blogs [ sources

(manual vs automated %) Microsoft 365 Roadmap

. Power Automate Blog
Security & governance Copilot Studio Updates

complia nce ¢ M365 Admin Announcements
¢ Independent Al Ops Newsletters

Download this resource at oa I‘tCOHSLI":.



	MICROSOFT COPILOT OPERATIONS
	CHEAT SHEET
	(2026)
	CORE COPILOT USE CASES IN AN ENTERPRISE
	Entry-Level Roles
	Mid-Level Roles
	Senior-Level Roles
	Specialized Roles

	AI HABITS OF HIGH-PERFORMING COPILOT TEAMS
	M365 COPILOT INTEGRATION BLUEPRINT
	COPILOT INTERVIEW QUESTIONS
	M365 COPILOT AUDIT FRAMEWORK
	Download this resource at www.oartconsult.com



