Viva Engage

Use Copilot with your communications

Use Copilot to inspire

Resolve writer's block by bouncing ideas back-and-forth with T copilot  preview
Copilot, or by asking Copilot to draft content that helps you
gain creative momentum.

April 1, 2024 at 2:49 PM

Create an outline of a post about a project update

Examples of how to ask Copilot for assistance:
71 Give meideas fora post about how to maintain work-life

1. Introduction: Briefly introduce the project and its purpose
2. Progress Overview: Provide a summary of the progress

balance. made since the last update
0 0 3. Milestones: Highlight any major milestones achieved or

'] Drafta post about the value of networking with Spcoming

COI |eagueS. 4. Challenges: Discuss any challenges encountered and how
1 Create a post template about the importance of they were addressed _

d. t d . I . L f t h 5. Next Steps: Outline the next steps for the project and

Iversity and Inclusion. Leave spaces tor me to snare expected timeline
perso nal stories. 6. Conclusion: Summarize the overall progress and thank

the team and stakeholders for their contributions and

'1  Create an outline for a post about a project update.

'1  Brainstorm ideas for the title of a post about using Al for
productivity.

"I Provide a comparison of cricket and soccer.

support.

+ Add to post

Al-generated content may be incorrect

Ask Copilot to be your editor

Copilot can be called into action to help improve
your Wr|t|ng or ada pt |t to best Suit your ta rg et After careful consideration and fsedback from many of you, we have decided to

implement changes to our time off policy effective [effective date]. These changes

Ty Copilot  rreview

. are aimed at better aligning our policies with the needs of our team members and ' B
audience. g 2 i e oriten areeaach s he ergunzaton. —
. . Key changes to the time off palicy include:
Examp les of how to ask Co pi lot for assistance: 1 Cansolidated Time Off Categories W are seamlining out time o e —————
. . categories to simplify the process for everyone. Instead of multiple categories
(e.q. sick leave, personal days, etc), we will now have a unified time off i |
. cateqary called Paid Time Off (PTQ). This will give you mare flexibility in how ) o S
[ Rewrite my draftto be more concise i o g oo i et s
. . you use your time off. " iempo i i
1 Rewrite my draft to have a more professional 2 hecruat and Caryver: We want to ensurs that you have the opportuityto | e e o O e 4 gl e
. take the time off you need while also maintaining the operational needs of the nuestras politicas con las necesidades de los mismbros de
d company. nuestro equips y garantizar un enfoque justo y coherente
an engaglng tone' 3. Approval Process: No changes ta the approval policy. We value transparency en toda ls arganizacion.
. . . and fairness in how time off requests are handled, and these changes are Los cambios <lave en la politica de tiempo libre incluyen:
] Rewrite my draft to include a call-to-action at S o e crmstry o ey o o v Gt ool s s
4. Communication and Resources: We will provide comprehensive resources  nuestras categorias de tiem
and support to help you understand these changes and how they affect you,
.
. . . Our HR team will be available to answer any questions you may have and
provide guidance as needed.
1 Rewrite my draft to be translated into Spanish. ot s plko o s b i, nt e
e e e know that these changes are intended to improve your overall experience as a
You can also highlight sections to ask for help on memberof cut eam W bl ta b g ot e of pokcy i o
s . needs of aur employees, we can create a more positive and productive work
f f draf tonmant for vy
SpGCI IC SGCtlons o your ra t pOSt' If you have any questions or cancerns about these changes, please don't hesitate s o
. . . oo ta reach out to your local HR contact or me directly, Your feedback is important to
1 Rewrite my selection to include more emojis. o anwe re comvited 0 et  amoceherson “
. .
"1 Read my selection and give me other ways to @ @ e st
.
say this. Ao B lem= e @ [poc | |

[J Add asentence to elaborate on this section
with an example.

Use your voice with Copilot in Engage and
keep everyone connected, included, and informed.




Viva Engage

Use Copilot with your communications

Ask Copilot for feedback

Copilot can help ensure your post communicates
What yo u i ntend’ as yo u i ntend it to be After careful consideration and feedback from many of you, we have decided to April 1, 2024 at 245 PM
CO m m u nICated implement changes to our time off policy effective June 2024. These changes are

aimed at better aligning our policies with the needs of our team members and Ezad RS e PreciclGResionE eHE Loy S
ve

Post as: Patti Fernandez

T Copilot preview

ensuring a fair and consistent approach across the organization

Examples of how to ask Copilot for assistance: K Commatkincd Time off Cacaricn ¥ e st s e o avgots?

: We are streamlining our time off the current separate time off categories?

. . categories to simplify the process for everyone. Instead of multiple categories 2. Will there be any changes ta the amaunt of time off we
71 Read mydraft and summarize the main

{e.g. sick leave, persanal days, etc.), we will now have a unified time off

. . . . 3. will till be able t d ti ff to thy
category called Paid Time Off (PTO), This will give you more flexibility in how VIl we stllbe able to camy over unused Hme ol ta the

X next year?
ta keaways- you use your time off. ) 4, Will there be any changes to the approval process for
o A 2. Accrual and Carryover: We want to ensure that you have the opportunity to time off requests?
0 Read my draft and pred|ct questions take the time off you need while also maintaining the operational needs of the e ess e resources
. t company. by the HR team to understand these
employees might have 3. Amprovl Process: There is o changes o the approval process. We valve i e b3 e o
° op o transparency and fairness in how time off requests are handled, and these off poliey?
D Rea d my d ra ft a nd te" me If It clearly changes are designed to ensure consistency and efficiency in the approval 7. Can you provide more information about how these

i 7
procass. changes will improve our overall experience as employees?

comm unicates meeting best practices in a 4. Communication and Resources: We will provide comprehensive resources 8. Can we still request time off for specific reasans such as

il ] ies?
and support to help you understand these changes and how they affect you. Viness ar personal emergEncies

K § i 9. How will the new palicy ensure consistency and efficiency
TR .
Way that WI" II'ISpII"e OtherS to adopt the Our}-;Rtear: will beaual{\iat:cu:e to answer any questions you may have and in the approval process?

provide guidance as needed. 10. Will there be any changes to the process for requesting
r ti We understand that changes to policies can sometimes be challenging, but please and tracking time off?
practices. know that these changes are intended to improve your overall experience as a

rmralar nf et e kaliss that b alinsine moe sinan s8 maliog wish tha

upport provided
ges?
\g to the new time

Can you provide a different response? | Try agein, but this time,

X . . . y @ i e w5 A peophs o .
Highlight a particular section to get targeted i

feedback. . e

(@ Contoso Sales Department (8 people) will receive this announcement in Outioak, Teams and Viva Engage.

11 Read my selection and describe the tone of T oot e e
the writing.

71 Read my selection and suggest ways to make
it more engaging.

= o B Post | Tell Copilot what ta do, or use an example above.

Use Copilot to participate

Copilot makes personalized suggestions about where to engage based on your activity and what is trending

in your organization’s network. If you select to write a post based on one of these suggestions, Copilot will
help you write a post based on the details of the community, campaign, or idea. Copilot does this by
understanding the community or campaign purpose and trends in recent posts.

#» Discover ideas and suggestions for your next post. Open Copilot C
Showcase values in practice Catch up on Intern Hub #First90days is happening now
Celebrate individuals who are Create a post for this community. Participate in this campaign.

leading by example.

Copilot also has a library of research-backed post suggestions that encourage be
one's teammates, sharing your knowledge or learning goals, and communicating

Note: Copilot only suggests communities and only summarizes content to which you h

Start using Copilot with Engage!
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