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Hi!  I’m Matt Cowdroy
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And a surprise…. 
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Mastering Microsoft 
Teams Meetings
Helping Teams live up to its name
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Have you used Microsoft Loop?
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Standout (shows the 
presenter cut out in front 
of content)

Side-by-side

Reporter Mode (presenter 
+ headline banner)
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CART (communication access real-time translation)

Interpreter
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Standard Copilot users … pre-meeting:

Prepare your agenda

Feed CoPilot your meeting purpose, goals, & attendees list.  Ask it to 
generate your agenda.

 Prepare wording for Polls

Feed CoPilot your Poll question and ask it to refine and generate options.

Prepare talking points or Q&A

Feed CoPilot your Agenda and as it to prepare talking points or anticipate 
questions that participants may ask.

Standard Copilot users … post-meeting:

Transcribe meetings 

Summarize transcripts by pasting them into Copilot.              
“Summarize this meeting with key decisions + next actions.”

Catch up on missed meetings by asking Copilot to pull key points from 
transcripts. 

Generate summaries for diƯerent audiences. “Summarise the meeting for 
the leadership team, focusing on strategic decisions.”

Note: These features are manual. You provide the transcript or chat content.
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Premium Copilot users … pre-meeting:

Prepare your agenda

As CoPilot to review emails / previous meeting transcripts and suggest an 
agenda for your next meeting.

 Turn on CoPilot transcript

CoPilot will now transcript your meeting, enabling lots of post-meeting 
features.

Standard Premium users … post-meeting:

A list of decisions made: CoPilot can extract decisions separately,                
so they are easy to track and log.

A breakdown of next steps by person.

Risks, concerns, or blockers raised in the meeting.

A version tailored for diƯerent audiences.

A draft message to someone who missed the meeting.

Suggested agenda for next meeting.
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We’ve only just scratched the surface

Mastering Microsoft 
Teams Meetings
Helping Teams live up to its name
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