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Keys to adoption success
Research results below support suggested approach for 
building your adoption plan.

Top reported activities for driving successful product adoption.*

1 Define a vision and identify how target product will be used

2
Obtain proactive support from key roles to accelerate use of 
Copilot including senior leadership, legal, ITDMs, and key 
BDMs

3
Enable Champions and provide business relevant, snackable 
and on-demand training for end users

4 Raised awareness through launch event and omni-channel 
communications planning

% of respondents that rated 
activity as having above 
average importance

31%

32%

75%

75%

*Results of a related Microsoft research study survey



DRIVING  ADOPTION
By Metro Systems Corporation Plc.

Awareness Desire Knowledge Ability Reinforcement



Change Management and Drive Adoption
The Prosci ADKAR Model

• Posters
• Digital Signage
• Announcements

• Events
• Announcements
• Champion Networks

• Trainings
• Learning Portals
• FAQ
• Brownbags

• Executive Broadcasts
• Brownbags
• Team Lead Workshop

• Adoption Tracking
• On-going Services 

Launch and 
Improvements

Awareness Desire Knowledge Ability Reinforcement



Example: Timeframe

Jan Feb March April May June

Assessment

Design and 
Preparation

Implementation Pilot users 
Trainings

Pilot & 
Testing

Announcement & Adoptions & Event 

Document & Transfer Skill

Users Training 

Admin Training / Transfer skill

Phase1: Announcement & Promote

What & 
Why AIP

What & Why 
Microsoft365

What & 
Why DLP

Microsoft 
Teams 

Microsoft 
SharePoint/

OneDrive

5 Day - 
Countdown to 
Microsoft365

1 Day - 
Countdown to 
Microsoft365

Welcome to 
Microsoft365

Phase 2: Event Day

1st Microsoft 
solution Contents

2nd Microsoft 
solution Contents

3nd Microsoft 
solution Contents



June July Aug Sep Oct Nov

Announcement & Adoptions & Event 

Users Training 

Admin Training / 
Transfer skill

Phase 3: MAINTAIN ACTIVE USERS

1st Content 
Powers Platform

Phase 2: Event Day

2nd 
Microsoft 
solution 
Contents

3nd 
Microsoft 
solution 
Contents

Event
Promote

Countdown
to Event

Event Day
1st place

Event Day
2nd place

Virtual Workshop
Powers Platform

2nd Content MS 
Teams for works

Virtual Workshop
MS Teams 
for works

3rd Content 
Retention, 

eDisovery and 
Auditing

Virtual Workshop
Retention, 

eDisovery and 
Auditing

4th Content Viva 
Leraning,Engage

Virtual Workshop
Viva Learning, 

Engage

5th Content 
Exchange Online 

DLP

Virtual Workshop
Exchange Online 

DLP

Example: Timeframe



Understanding where your employees need help

The Broken Meeting

• “Receiving the 

information I need” is the 

number one reason 

employees join a meeting

• Only 1 in 3 employees 

think they would be 

missed if they couldn’t join 

most of their team 

meetings

• 58% of employees say it’s 

difficult to brainstorm in 

a virtual meeting

The Information Labyrinth 

• 62% of employees say they 

struggle with spending too 

much time searching for 

information in their 

workday

• A heavy email user will 

spend the equivalent of an 

entire workday – 8.8 hours 

– per week in email

The Blank Page

• 68% of employees say they 

don’t have enough 

uninterrupted focus time 

during their workday

• 67% of employees say they 

don’t have enough time 

to reset between work 

tasks

• Feeling uninspired is 

ranked one of the top 

productivity disruptors 

by employees



ANNOUNCEMENT
AND PROMOTE

Email & Poster

Training

Learning Portal

Awareness
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EVENT DAY

PR Event

Booth

Seminar/Webinar

Desire



EVENT: Copilot for Microsoft 365
What & Why Copilot for Microsoft365
ตวัอย่างเน้ือหา

- Copilot for Microsoft365 ดยีังไง?

- จะใช้งาน Copilot for Microsoft365 ไดอ้ย่างไร

-  ตอบโจทย์การท างานไดอ้ย่างไร ม ีuse-case อย่างไรบ้าง

-  ท างานร่วมกันกับ Microsoft 365 Apps ไดอ้ย่างไร

7 Day & 3 Day & 1 Day Left

ตัวัอย่างเน้ือหา

- 7 Day Left : แนะน า Event Day ว่ามีกิิจกรรมอะไร

-  3 Day Left : Remind Event Day ไฮท์ไลท์กิจกรรม

-  1 Day Left : Remind Event Day สถานที่จดังาน

และไฮทไ์ลทก์ิจกรรม

Booth: Copilot for Microsoft 365

บูธแนะน า Copilot for Microsoft365 เน้นให้ความรูแ้ละประชาสมัพนัธ ์ จดัท า
กิจกรรมให้ความรู ้ และถาม-ตอบ แจกของรางวัล

Booth: MicrosoftTeams Test Drive

บูธทดลองใช้งาน Copilot for Microsoft365 เน้นไดท้ดลองใช้งาน ถาม-ตอบ
ปัญหาการใช้งาน หรอืข้อสงสยั



Copilot Parade

Activities: 

   1. เดนิขบวนพาเรดทีละชัน้ ระหว่างเดนิขบวนมกีารประชาสมัพนัธ ์Copilot

   2. เล่นเกมส ์แจกของรางวัลส าหรบัผูท้ี่ร่วมกิจกรรมในแต่ละชัน้ เช่น 

       - แจกของรางวัลส าหรบัผูท้ี่ลงทะเบียนเข้าร่วมกิจกรรม Townhall

       - เล่นเกมส ์ถามว่าวันไหนไดใ้ช้ Copilot, หรอื Copilot มอีะไรบ้าง

       - ดาวโหลดน์ Brochure / คู่มอื ไดข้องรางวัล

- ถ่ายรูปกับขบวนพาเรด และใส่แคปชัน่ว่า xxxxx พรอ้มใช้ Copilot 

และอปัรูปภาพลง Social Media ภายในองคก์ร



Town Hall

Date: [1 Day] 

Activities: 

1. จดับธูประชาสมัพนัธ์ จ านวน 3 บธู เน้นการแนะน า Use Case หรือแชร์ Business Case 
เพื่อให ้Users สามารถน าไปตอ่ยอดในการท างานตอ่ได ้

2. กจิกรรมใหผู้้เขา้ชมบธูร่วมกจิกรรมดว้ย อาทเิชน่ แสกน QR Code ผ่าน Power apps ในแต่
ละบธู เมื่อสแกนครบจะไดร้บัของที่ระลกึ



Workshops & Trainings

Capabilities

Prompt Trainings

Workshop: Use-cases

Knowledge Ability



Generative AI capabilities

Limitless generation with 
a few lines of input

Essay 

outlines

Summarizing 

text

Virtual 

Assistants

Extracting 

insights

Classifying 

text

Language 

Translation

Poem 

creation

Code 

refactoring

Writing 

assistance

Code 

generation

Answering 

questions

Creative 

Ideation

Subject 

Research Dialog 

agents

Comments 

from code

Semantic 

search

Image 

Generation



Microsoft 365 Copilot:
The art and science of prompting Prompts are how you ask Microsoft 365 Copilot to do something for you — like creating, 

summarizing, editing, or transforming. Think about prompting like having a conversation, using 

plain but clear language and providing context like you would with an assistant.

There are many types of prompts you can use depending on what 
task you want done. 

Learn about projects and concepts: 
“What is [Project X] and who are the key stakeholders working on 
it?”

Edit text: 
“Check this product launch rationale 
for inconsistencies.”

Transform documents: 
“Transform this FAQ doc 
into a 10-slide onboarding guide.”

Summarize information: 
“Write a session abstract of this [presentation].”

Create engaging content:
“Create a value proposition for [Product X].”

Catch-up on missed items: 
“Provide a summary of the updates 
and action items on [Project X].”

1. Tell Copilot what you need

To get the best response, it’s important to focus on some of the key elements below when phrasing 
your Copilot prompts.

Goal Context

2. Include the right prompt ingredients

Source

Which information sources or 
samples should Copilot use?

Why do you need it and 
who is involved?

How should Copilot respond
to best meet your expectations?

Expectations

What response do you want 
from Copilot? 



3. Keep the conversation going

Following up on your prompts help you collaborate with Copilot to gain 
more useful, tailored responses.

Generating content ideas
Lead with broader requests, then 

give specific details about the 

content.

Enabling insightful meetings
Request a meeting recap, then ask 

for more information about what 

you should know​.

Storytelling assistance
Ask Copilot to write a story, then 

guide it by giving more specific, 

relevant details​.

Gaining insights
Ask for a summary of a specific file, 

then ask relevant questions to gain 

deeper insights.

Translating languages
Ask Copilot to translate a sentence 

to one of the supported languages, 

then ask for more context or a 

regional dialect.

Solving technical problems
Present a technical problem, then 

narrow it down, or ask for step-by-

step guidance​.

Helpful hints to keep in mind

Know Copilot’s limitations

Copilot is limited to your current 

conversation, so give lots of details.

Use quotation marks

This helps Copilot know what to 

write, modify, or replace for you.

Be professional

Using polite language 

improves Copilot’s response.

Communicate clearly

Pay attention to punctuation, 

grammar, and capitalization.

Start fresh

Avoid interrupting and type 

“new topic” when switching tasks.

Microsoft 365 Copilot:
The art and science of prompting



Online Training
คอร์สออนไลน ์Live ผ่านทาง 

 Microsoft Teams สอนการใช ้

 ตา่งๆ ใหม้ี
 ประสิทธิภาพสูงสุดตาม role 
 การท างาน เชน่ กลุม่ HR, PR,

 Marketing หรือ Finance 
 เป็นตน้



Hands on scenarios: current product use cases

PowerPoint 
(web)

Writing

• Create first drafts

• Add more content

• Edit content and 
format

• Transform existing 
content into 
PowerPoint

Reading

• Summarize deck 
content

• Extract next steps

Outlook 
(web)

Writing

• Reply to thread

• Author new email

• Get Coaching on an 
email

Reading

• Summarize long threads

Word (web)

Writing

• Create first drafts

• Add more content

Reading

• Summarize long 
documents

• Ask questions about 
document content

Teams

In-meeting

• “Catch me up”

• Ask questions about 
discussion so far

• General business chat

• Wrap up

Post-meeting

• Create notes and 
actions

• Recap and querying

Chat

• Summarize and ask 
questions about 
content in a group, 
meeting, or 1-1 chat

Loop (web 
preview)

Writing

• Brainstorm

• Collaborative authoring

• Collaborative planning



MAINTAIN 
ACTIVE USERS

Microsoft Content

Tips & Tricks Email

Daily Portals or
Workflow

Reinforcement



Company Logo
Company Logo

Company Logo



Creativity scenario 
examples

As a knowledge worker, I’d like to…

Provide the impact of a 

campaign in a visual 

format

Generate summary 

about a document

Review my HR Benefits

Have Copilot help me 

write a draft email 

about a topic I am not 

too familiar with

Get a new coworker up 

to speed quickly.

Create a presentation 

based on a word 

document

Help me write a 

paper on a topic I 

know little about

Give me insights on 

my data

Create a Job 

Description or review 

a resume against a 

job plan



Productivity scenarios 
examples 

Track progress 

through task list reports

Create a table of pros 

and cons for a topic

Highlights of a Teams 

chat with actions

Summarize emails 

missed while on 

vacation. Flag important 

items.

Actively ask for details 

and insights on a 

document

Respond to a customer’s 

email in Outlook with 

different tone of voice

Identify the decisions 

made and suggest next 

steps of a meeting

Create a Teams channel 

to respond to an urgent 

issue

Create a SWOT analysis 

of a topic

Save time by helping me 

search across my org for 

information



Skills scenario 
examples 

Generate a RACI chart 

or other PMP skills

Determine upcoming 

milestones on a 

project

Provide details on a 

project as a new 

member on the team

Ask about what a 

coworker or team 

member has been 

working on

Provide coaching on 

generating email 

replies

Provide a gap analysis 

between documents

Create an RFP 

response with 

minimal effort

Review business 

results and summarize 

key trends

Analyzes a complex 

sales report

Summarize emails, 

chats, and documents 

about a customer



Active user count by app + last activity date per user



Document your approach to reporting success

Who will you report success to? • Microsoft 365 Copilot / AI Steering Committee 

How often? • Monthly meetings

In what format? 
• Share success scorecard during live meeting and post to community of 

practice (Center of Excellence or other location) after monthly meeting for 
access by all key stakeholders

Using which vehicles? • Viva Amplify; SharePoint, PowerPoint & Microsoft Teams / Viva Engage



Celebrate 
Success

• Celebrate successes and milestones in 
Copilot adoption.

• Share success stories with the entire 
organization.

• Encourage ongoing Copilot adoption 
and usage.



Q & A

• Feel free to ask any questions 
you may have.

• More than happy to answer any 
questions or clarify any points.

• Let's open the floor for 
questions and answers.
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