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SMB Copilot Quick Prompts

Everyday Copilot example prompts for SMB
Here are some example prompts that you can use with Copilot in Microsoft 365 to help you in your small busines

Word

- Write a job advertisement for a new sales person

- Create a company policy for remote working

- Draft a letter to customers advising of a change in pricing

- Summarize this document

- Rewrite this document to make it more professional

- Create a proposal for a new customer based on this document

Excel

- Analyse this data and provide a summary

- Create a chart from this data

- Forecast sales for the next quarter based on this data
- Highlight any anomalies in this data

- Create a table that shows the top 10 selling products

PowerPoint

- Create a pitch presentation for a new product

- Create a presentation based on this document

- Create a presentation that summarises this data

- Create a presentation that explains our new pricing structure
- Create a presentation that outlines our company strategy

Outlook

- Dratft a reply to this email

- Summarise this email thread

- Schedule a meeting with these people

- Create a task based on this email

- Set a reminder to follow up on this email

Teams

- Summarise this meeting

- Create a task list based on this meeting

- Highlight key decisions from this meeting
- Draft a follow up message to this meeting
- Schedule a follow up meeting

These are just a few examples of how you can use Copilot in Microsoft 365 to help you in your small business. T



