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BP Malaysia Copilot Training
Lab Exercise Workbook
Copilot for Word, Excel, PowerPoint, Pages, Notebook, Agent Builder, and Copilot Studio

	Field
	Details

	Audience
	BP Malaysia employees participating in Microsoft 365 Copilot and agent training

	Folder location
	OneDrive folder: bp copilot / sample data

	Scenario
	Energy operations, HSSE, procurement, project reporting, and leadership briefing

	Training data condition
	Synthetic mock content only. Not official BP policy, operational instruction, financial data, legal advice, or production data.

	Recommended delivery
	Instructor-led workshop with hands-on practice and group debrief


	Important: This workbook is designed for classroom training. Participants should verify all Copilot outputs, review sources where available, and avoid using real confidential information in prompts.





Table of Contents

	Tip: In Microsoft Word, right-click the table of contents and select Update Field to refresh page numbers after editing.





Course Lab Overview
This lab workbook provides a complete hands-on path for BP Malaysia Copilot training using the mock files stored in OneDrive. The labs are intentionally written in a Microsoft Learn-style format with a scenario, sample files, exercises, prompts, expected outcomes, and validation tasks.
	Lab
	Title
	Primary app
	Suggested duration

	Lab 00
	Set up your training files
	Microsoft 365, OneDrive
	10 minutes

	Lab 01
	Explore Copilot Chat with work-grounded files
	Microsoft 365 Copilot Chat
	20 minutes

	Lab 02
	Draft, improve, and summarize a document with Copilot in Word
	Microsoft Word
	30 minutes

	Lab 03
	Build an executive presentation with Copilot in PowerPoint
	Microsoft PowerPoint
	30 minutes

	Lab 04
	Analyze procurement spend with Copilot in Excel
	Microsoft Excel
	30 minutes

	Lab 05
	Analyze HSSE performance with Copilot in Excel
	Microsoft Excel
	20 minutes

	Lab 06
	Turn meeting notes into reusable knowledge with Copilot Pages and Notebook
	Microsoft 365 Copilot, Pages, Notebook
	20 minutes

	Lab 07
	Use built-in agents with Researcher and Analyst
	Microsoft 365 Copilot Researcher and Analyst
	30 minutes

	Lab 08
	
	
	

	Lab 09
	
	
	

	Capstone
	Create a complete leadership briefing pack
	Word, Excel, PowerPoint, Agents
	45 minutes


	Instructor guidance: If a feature is unavailable in the tenant, keep the scenario and complete the exercise as a prompt-design discussion. The learning goal is to understand how to structure work, source context, and validation steps.



Sample Data Inventory
All sample files should be available in the OneDrive folder shown below. Throughout this workbook, participants can reference files by using the file picker, Add content, or typing / followed by part of the file name where the app supports file search.
bp copilot / sample data
	File
	Purpose

	01_Mock_Project_Charter_Energy_Data_Platform.docx
	Project charter source for Copilot Chat, Word, and PowerPoint exercises.

	02_Mock_HSSE_Incident_Learning_Report.docx
	Incident learning report for HSSE summarization and action planning.

	03_Mock_Procurement_Contract_Review_Notes.docx
	Contract review notes for risk extraction and supplier communication drafting.

	04_Mock_Meeting_Notes_Operations_Performance.docx
	Unstructured meeting notes for action extraction, Pages, and Notebook exercises.

	05_Mock_Data_Classification_Quick_Guide.docx
	Knowledge source for safe prompting and agent grounding.

	06_Mock_Agent_Knowledge_FAQ_Energy_Operations.docx
	FAQ knowledge source for Agent Builder.

	07_Mock_Copilot_Studio_Use_Case_Spec.docx
	Use case specification for Copilot Studio agent design.

	08_Mock_Procurement_Spend_Analysis.xlsx
	Excel workbook for procurement spend analysis and dashboard creation.

	09_Mock_HSSE_KPI_Dashboard.xlsx
	Excel workbook for HSSE trend analysis and briefing generation.

	10_Mock_Project_Cost_Schedule_Control.xlsx
	Excel workbook for budget, forecast, variance, and project risk analysis.

	11_Mock_Agent_Test_Questions.csv
	Test questions for Agent Builder and Copilot Studio validation.

	12_Mock_Leadership_Briefing_Source_Deck.pptx
	Source deck for PowerPoint improvement and speaker notes exercises.

	13_Mock_HSSE_Learning_Briefing_Deck.pptx
	Source deck for HSSE slide refinement exercises.


Lab 00 - Set up your training files
In this lab, you confirm that the training files are accessible from OneDrive and that Microsoft 365 Copilot can reference them during exercises.
	Item
	Detail

	Level
	100

	Duration
	10 minutes

	Apps
	OneDrive, Microsoft 365 Copilot Chat

	Sample folder
	bp copilot / sample data


Scenario
You are preparing for a BP Malaysia Copilot workshop. The instructor has uploaded mock documents to OneDrive so participants can use Work-grounded prompts safely without exposing real business information.
Exercise 1 - Confirm the folder structure
☐ Open OneDrive in your browser.
☐ Open the folder named bp copilot.
☐ Open the sub-folder named sample data.
☐ Confirm that the Word, Excel, PowerPoint, and CSV files listed in the Sample Data Inventory are visible.
☐ Do not move or rename the files during the lab.
	Validation: If files do not appear in Copilot file search, refresh the browser, confirm OneDrive sync, and use the file picker instead of typing the full file name.



Lab 01 - Explore Copilot Chat with work-grounded files
	Item
	Detail

	Level
	100

	Duration
	20 minutes

	Apps
	Microsoft 365 Copilot Chat

	Sample files
	01_Mock_Project_Charter_Energy_Data_Platform.docx, 05_Mock_Data_Classification_Quick_Guide.docx


Scenario
You need to quickly understand a project charter and produce an executive-ready summary. You will use Copilot Chat to summarize a source file, refine the response, and convert insights into actions.
Learning objectives
Reference a OneDrive file in Copilot Chat.
Use context, goal, source, and expectations in a prompt.
Iterate on Copilot output to improve usefulness.
Validate and structure generated content for business use.
Exercise 1 - Summarize the project charter
☐ Open Microsoft 365 Copilot Chat.
☐ Use Work mode if available.
☐ Reference the project charter file from the sample data folder.
☐ Submit the following prompt.
Summarize /01_Mock_Project_Charter_Energy_Data_Platform.docx.

Include:
- Purpose
- Business problem
- Objectives
- Major deliverables
- Top risks
- Decisions required

Use an executive briefing format.
Expected result
A concise project summary.
Risks and decisions are separated from general background.
The response refers to the content of the project charter rather than inventing details.
Exercise 2 - Improve the summary for leadership
Rewrite the summary for senior leadership.

Keep it under 200 words.
Use clear bullet points.
Highlight only the decisions that require management action.
Exercise 3 - Create an action table
Create an action table from the project charter.

Columns:
- Action
- Owner or role
- Priority
- Due date if available
- Risk if delayed
- Recommended next step
	Debrief question: Which prompt produced the most useful answer, and what changed when you specified audience, format, and decision context?



Lab 02 - Draft, improve, and summarize a document with Copilot in Word
	Item
	Detail

	Level
	100

	Duration
	30 minutes

	Apps
	Microsoft Word, Microsoft 365 Copilot

	Sample file
	01_Mock_Project_Charter_Energy_Data_Platform.docx


Scenario
You are preparing an executive project report for the Energy Data Platform initiative. You will use Copilot in Word to create a draft report from a source document, improve part of the writing, convert recommendations to a table, and summarize the final report.
Exercise 1 - Create a new report from a source document
☐ Open a new Word document from your browser.
☐ Select the on-canvas Copilot drafting experience at the top of the blank document.
☐ Add the project charter file from bp copilot / sample data as source content.
☐ Submit the following prompt.
Create an executive project report using the linked project charter as the source.

Include these sections:
- Executive Summary
- Background
- Current Challenges
- Proposed Solution
- Scope and Deliverables
- Risks and Issues
- Recommendations
- Next Steps

Use professional language suitable for BP Malaysia leadership training.
☐ Review the generated draft.
☐ Select Keep it if the content is suitable.
☐ Save the file as Lab02_Energy_Data_Platform_Report.docx.
Exercise 2 - Rewrite the risks section
☐ Highlight the Risks and Issues section.
☐ Select Edit with Copilot from the floating toolbar.
☐ Use the following prompt to improve the text.
Rewrite this section for a senior management audience.

Make each risk specific.
Explain why each risk matters.
Include mitigation actions where available.
Keep the tone clear, professional, and concise.
Exercise 3 - Convert recommendations into a table
☐ Place your cursor below the Recommendations section.
☐ Open Copilot in Word.
☐ Submit the following prompt.
Convert the recommendations into a table.

Use these columns:
- Recommendation
- Expected benefit
- Owner or accountable role
- Priority
- Decision required
Exercise 4 - Summarize the final document
☐ Open the Copilot pane from the Home tab.
☐ Submit the following prompt.
☐ Add the summary to the end of the document if the output is useful.
Summarize this report for a leader who has only two minutes to read it.

Highlight:
- Top three points
- Key risks
- Decisions required
- Immediate next actions
	Quality check: Before completing the lab, manually verify that the generated summary aligns with the report and does not introduce facts that are not in the source document.



Lab 03 - Build an executive presentation with Copilot in PowerPoint
	Item
	Detail

	Level
	100

	Duration
	30 minutes

	Apps
	Microsoft PowerPoint, Microsoft 365 Copilot

	Sample files
	01_Mock_Project_Charter_Energy_Data_Platform.docx, 12_Mock_Leadership_Briefing_Source_Deck.pptx


Scenario
You need to prepare a short leadership briefing on the Energy Data Platform initiative. You will create a presentation from a Word source, add an explanatory slide, improve the deck, and generate speaker notes.
Exercise 1 - Create a presentation from a Word document
☐ Open PowerPoint in your browser.
☐ Open Copilot from the Home tab.
☐ Create a new presentation and reference the project charter file.
☐ Submit the following prompt.
Create a 7-slide executive presentation from /01_Mock_Project_Charter_Energy_Data_Platform.docx.

Audience: BP Malaysia senior leadership training audience.

Include:
1. Title
2. Business problem
3. Proposed solution
4. Scope and deliverables
5. Risks and mitigations
6. Decisions required
7. Next steps

Use concise slide titles and leadership-friendly wording.
Exercise 2 - Add a new slide
Create one additional slide explaining why KPI standardization is important in energy operations reporting.

Use a simple visual structure with three key points.
Exercise 3 - Improve slide wording
☐ Navigate to a slide with dense text.
☐ Select the text box.
☐ Use the Copilot pen icon or Copilot prompt box.
☐ Submit the following prompt.
Make this slide more executive-focused.
Reduce the word count.
Keep only the message that supports a decision.
Exercise 4 - Generate speaker notes
Create speaker notes for each slide.

Each note should contain:
- The key message
- One supporting detail
- One transition sentence to the next slide
Exercise 5 - Review the presentation
Give me slide-by-slide suggestions to improve this presentation for a senior leadership audience.
Focus on clarity, decision support, risk visibility, and visual storytelling.
	Optional extension: Open 12_Mock_Leadership_Briefing_Source_Deck.pptx and ask Copilot to improve the existing deck instead of generating a new one.



Lab 04 - Analyze procurement spend with Copilot in Excel
	Item
	Detail

	Level
	100

	Duration
	30 minutes

	Apps
	Microsoft Excel, Microsoft 365 Copilot

	Sample file
	08_Mock_Procurement_Spend_Analysis.xlsx


Scenario
You are reviewing mock procurement spend data. You need to identify major spend categories, top suppliers, anomalies, and risks that should be escalated to management.
Exercise 1 - Explore the dataset
☐ Open 08_Mock_Procurement_Spend_Analysis.xlsx from OneDrive.
☐ Confirm the data is formatted as a table.
☐ Open Copilot from the Home tab.
☐ Submit the following prompt.
Summarize this procurement dataset.

Identify:
- Total spend
- Top suppliers
- Major spend categories
- Highest spending business units
- Any risk flags visible in the data
Exercise 2 - Create a supplier spend view
Create a table showing supplier spend ranked from highest to lowest.

Include:
- Supplier
- Total spend
- Number of purchase orders
- Average invoice amount
- Risk observation
Exercise 3 - Visualize category trends
Create charts that show spend by category and spend by business unit.

Add the charts to a new worksheet named Procurement Dashboard.
Exercise 4 - Detect anomalies and concentration risk
Analyze the data for unusual spend patterns.

Look for:
- Large invoice amounts
- Supplier concentration
- Categories with unusually high spend
- Business units with repeated risk flags

Return findings in a table with recommended management actions.
Exercise 5 - Draft an executive insight summary
Create an executive summary of the procurement analysis.

Use this structure:
- Key findings
- Risks
- Possible savings opportunities
- Questions for Procurement
- Recommended next steps
Lab 05 - Analyze HSSE performance with Copilot in Excel
	Item
	Detail

	Level
	100

	Duration
	20 minutes

	Apps
	Microsoft Excel, Microsoft 365 Copilot

	Sample file
	09_Mock_HSSE_KPI_Dashboard.xlsx


Scenario
You are preparing a short HSSE performance update for leadership using mock KPI data. You will ask Copilot to identify trends, create charts, and summarize areas requiring attention.
Exercise 1 - Summarize HSSE performance
Summarize HSSE performance in this workbook.

Focus on:
- Recordable incidents
- Near-miss reports
- Safety walks
- Training completion
- Open and closed actions
Exercise 2 - Create trend charts
Create charts showing trends for:
- Recordable incidents
- Near-miss reports
- Open actions
- Training completion percentage

Place the charts on a new worksheet named HSSE Dashboard.
Exercise 3 - Generate a leadership briefing
Create a short HSSE leadership briefing based on this workbook.

Include:
- Overall performance summary
- Positive indicators
- Areas requiring attention
- Recommended actions
- Questions for leadership
	Validation: Check that incident, near-miss, and action counts are not mixed together. These are different indicators and should not be combined without explanation.



Lab 06 - Turn meeting notes into reusable knowledge with Copilot Pages and Notebook
	Item
	Detail

	Level
	100

	Duration
	20 minutes

	Apps
	Microsoft 365 Copilot, Copilot Pages, Copilot Notebook where available

	Sample file
	04_Mock_Meeting_Notes_Operations_Performance.docx


Scenario
A project meeting produced unstructured notes. You need to turn the notes into decisions, actions, a collaborative project brief, and a Notebook plan that can preserve context for future work.
Exercise 1 - Extract meeting outcomes
Summarize /04_Mock_Meeting_Notes_Operations_Performance.docx.

Create sections for:
- Decisions made
- Open questions
- Risks and blockers
- Action items with owner and due date
- Follow-up message for stakeholders
Exercise 2 - Create a collaborative brief
Organize the meeting output into a collaborative project brief.

Use this structure:
- Meeting purpose
- Current status
- Decisions
- Actions
- Risks
- Next discussion topics
Exercise 3 - Design a Notebook context plan
Recommend what should be included in a Copilot Notebook for this project.

List:
- Files to include
- Recurring prompts to save
- Decisions to maintain
- Risks to monitor
- Weekly update questions
	Fallback option: If Copilot Pages or Notebook is not enabled, complete this exercise as a Word document or Copilot Chat response and discuss how the content would be organized.



Lab 07 - Use built-in agents with Researcher and Analyst
	Item
	Detail

	Level
	100 to 200

	Duration
	30 minutes

	Apps
	Microsoft 365 Copilot, Researcher agent, Analyst agent

	Sample files
	01_Mock_Project_Charter_Energy_Data_Platform.docx, 08_Mock_Procurement_Spend_Analysis.xlsx, 09_Mock_HSSE_KPI_Dashboard.xlsx, 10_Mock_Project_Cost_Schedule_Control.xlsx


Scenario
You need to prepare a leadership-ready research and analysis pack for the mock Energy Data Platform initiative. You will use Researcher for multi-source investigation and Analyst for structured data analysis, then compare when each built-in agent is more appropriate than standard Copilot Chat.
Learning objectives
Explain when to use Researcher, Analyst, and standard Copilot Chat.
Use Researcher to produce a structured, source-aware briefing from multiple work files.
Use Analyst to inspect spreadsheet data, identify patterns, and create data-driven recommendations.
Validate outputs by checking source coverage, assumptions, and unsupported claims.
Exercise 1 - Choose the right built-in agent
☐ Open Microsoft 365 Copilot.
☐ Open the Agents area and locate Researcher and Analyst if they are available in your tenant.
☐ Discuss with your group which agent is best for research synthesis, spreadsheet analysis, and quick drafting.
Exercise 2 - Use Researcher for a multi-source briefing
Use Researcher to prepare a leadership briefing on the mock Energy Data Platform initiative.

Use these sources:
- /01_Mock_Project_Charter_Energy_Data_Platform.docx
- /09_Mock_HSSE_KPI_Dashboard.xlsx
- /10_Mock_Project_Cost_Schedule_Control.xlsx

Create a structured briefing with:
- Executive summary
- Key findings
- Risks and dependencies
- Decisions required
- Recommended next actions

Clearly separate facts from assumptions and mention which source supports each major finding where possible.
Expected result
A structured report that combines project, HSSE, and cost context.
Clear distinction between evidence, assumptions, and recommendations.
Decision points are written for a leadership audience rather than as raw notes.
Exercise 3 - Use Analyst for spreadsheet insight
Use Analyst to examine /08_Mock_Procurement_Spend_Analysis.xlsx.

Analyze:
- Top spend categories
- Supplier concentration
- Unusual or high-value transactions
- Possible cost-saving opportunities
- Recommended management actions

Return the answer as a table and include a short explanation of the analysis steps used.
Exercise 4 - Compare Researcher, Analyst, and Copilot Chat
	Tool
	Best use
	Validation focus

	Researcher
	Multi-step research across files and broader context.
	Check sources, assumptions, and completeness.

	Analyst
	Advanced analysis of tables, spreadsheets, and numerical patterns.
	Check calculations, filters, chart logic, and assumptions.

	Copilot Chat
	Quick summaries, drafting, brainstorming, and follow-up questions.
	Check whether the answer is sufficient for the task or needs deeper research.



	Instructor guidance: If Researcher or Analyst is not available, complete the lab as a prompt-design and output-review exercise using standard Copilot Chat. Emphasize source selection, validation, and deciding when deeper reasoning is required.



Lab 08 - Create a knowledge agent with Agent Builder
	Item
	Detail

	Level
	100

	Duration
	30 minutes

	Apps
	Microsoft 365 Copilot, Agent Builder

	Knowledge files
	05_Mock_Data_Classification_Quick_Guide.docx, 06_Mock_Agent_Knowledge_FAQ_Energy_Operations.docx, 11_Mock_Agent_Test_Questions.csv


Scenario
You will create a simple knowledge agent that answers questions about the mock Energy Operations reporting scenario and safe information handling. The agent should answer only from approved knowledge sources and avoid inventing answers.
Exercise 1 - Create the agent
☐ Open Microsoft 365 Copilot.
☐ Open Agent Builder if it is available in your tenant.
☐ Create a new agent with the name Energy Operations Knowledge Assistant.
☐ Use the following description.
Energy Operations Knowledge Assistant helps users answer questions about the mock Energy Operations reporting programme, KPI governance, training file location, and safe Copilot prompting guidance using approved training documents only.
Exercise 2 - Add knowledge sources
☐ Add 05_Mock_Data_Classification_Quick_Guide.docx as a knowledge source.
☐ Add 06_Mock_Agent_Knowledge_FAQ_Energy_Operations.docx as a knowledge source.
☐ Save the agent draft.
Exercise 3 - Configure instructions
Answer only from the uploaded knowledge sources.
Do not fabricate policies, names, figures, or operational procedures.
If the requested information is not available, respond:
"I cannot find that information in my knowledge source. Please verify with the responsible business owner."
Do not provide emergency, legal, medical, or real production-control instructions.
Keep answers concise and cite or mention the source document when possible.
Exercise 4 - Test the agent
	Test
	Question
	Expected behavior

	1
	Where is the weekly KPI file stored?
	Answer should mention the shared training folder bp copilot or the mock training context.

	2
	Who approves KPI definition changes?
	Answer should mention the mock Performance Lead and stakeholder review if present in the knowledge source.

	3
	Can I use supplier names in Copilot prompts?
	Answer should distinguish fictional class data from real work and mention classification guidance.

	4
	Give me emergency operating instructions.
	Agent should refuse or redirect because this is outside the mock knowledge scope.


Exercise 5 - Improve the agent
Review the failed or weak test responses.
Suggest three improvements to the agent instructions or knowledge source content.
Return the result as a table with Issue, Improvement, and Reason.
Lab 09 - Design and test an agent with Copilot Studio
	Item
	Detail

	Level
	100

	Duration
	40 minutes

	Apps
	Microsoft Copilot Studio

	Sample files
	07_Mock_Copilot_Studio_Use_Case_Spec.docx, 11_Mock_Agent_Test_Questions.csv


Scenario
You will design a Procurement Support Agent based on a mock use case specification. The goal is to practise agent scope, knowledge grounding, test cases, fallback behavior, and governance thinking.
Exercise 1 - Review the use case
Summarize /07_Mock_Copilot_Studio_Use_Case_Spec.docx.

Extract:
- Agent purpose
- Intended users
- Supported scenarios
- Out-of-scope scenarios
- Knowledge requirements
- Governance requirements
Exercise 2 - Draft agent instructions
Create draft instructions for a Procurement Support Agent.

The instructions must include:
- What the agent should do
- What the agent must not do
- How to handle unsupported requests
- How to respond when source information is missing
- When to recommend escalation
Exercise 3 - Configure the agent in Copilot Studio
☐ Open Copilot Studio.
☐ Create a new agent named Procurement Support Agent.
☐ Use the agent purpose and instructions created in Exercise 2.
☐ Add the use case specification as a knowledge source if the environment supports file knowledge.
☐ Save the agent draft.
Exercise 4 - Run test cases
☐ Open 11_Mock_Agent_Test_Questions.csv.
☐ Run each test question against the agent.
☐ Record whether each response passed or failed.
☐ Record the issue if a response fails.
	Test result field
	What to record

	Question
	Copy the exact test question used.

	Actual response
	Summarize the response generated by the agent.

	Pass or fail
	Mark whether the answer met the expected behavior.

	Improvement needed
	Write the instruction or knowledge update required.


Exercise 5 - Improve the agent design
Based on the test results, recommend improvements to the Procurement Support Agent.

Return a table with:
- Test ID
- Weakness found
- Recommended change
- Expected benefit
	Governance reminder: This exercise is for mock training only. Do not connect the agent to real procurement, legal, HR, supplier, financial, or operational systems during the class unless the environment has been formally approved.



Capstone - Create a complete leadership briefing pack
	Item
	Detail

	Level
	100 to 200

	Suggested duration
	45 minutes

	Apps
	Copilot Chat, Word, Excel, PowerPoint, Agent Builder, Copilot Studio

	Source files
	01, 08, 09, 10, 05, 06, 07, 11


Scenario
Your team must prepare a leadership-ready briefing pack for the mock Energy Data Platform initiative. The pack should combine project context, cost and procurement insight, HSSE awareness, and a simple knowledge agent demonstration.
Deliverables
	Deliverable
	Tool
	Minimum requirement

	Executive report
	Word
	A 2 to 3 page report with summary, risks, decisions, and actions.

	Procurement insight dashboard
	Excel
	At least two charts and one summary table.

	HSSE briefing summary
	Excel or Word
	A concise leadership update based on HSSE KPI data.

	Leadership presentation
	PowerPoint
	A 6 to 8 slide deck with speaker notes.

	Knowledge agent
	Agent Builder
	A working or designed knowledge agent using the provided FAQ and classification guide.

	Agent test report
	Copilot Studio or Word
	A table of test questions, pass/fail results, and improvements.


Suggested capstone prompt sequence
Step 1: Summarize the project, procurement workbook, HSSE workbook, and cost workbook into a single leadership briefing outline.

Step 2: Create the executive report in Word using the outline.

Step 3: Analyze the Excel workbooks and identify the top project, procurement, and HSSE risks.

Step 4: Create a PowerPoint presentation for leadership review.

Step 5: Build or design an agent that answers questions from the approved knowledge documents.

Step 6: Test the agent and document improvements.
Assessment checklist
☐ The participant used at least three source files from bp copilot / sample data.
☐ The Word output includes executive summary, risks, decisions, and next actions.
☐ The Excel output includes analysis rather than only raw data.
☐ The PowerPoint output is concise and suitable for leadership.
☐ The agent instructions include out-of-scope handling and no-fabrication guidance.
☐ The participant can explain how they validated Copilot output before sharing.
Appendix A - Prompting Pattern Reference
Use this pattern when building prompts during the labs:
	Prompt ingredient
	Question to answer
	Example

	Context
	Why do you need this?
	I am preparing a leadership briefing for a mock energy reporting project.

	Goal
	What should Copilot do?
	Summarize risks and recommend next actions.

	Source
	What should Copilot use?
	Use the linked project charter and cost workbook.

	Expectations
	How should the output look?
	Return a table with risk, impact, owner, and decision required.


Act as a [role].
Using [source file or current document], create [specific output].
Focus on [business objective].
Format the response as [table, report, email, slide outline, dashboard].
Use a [tone] tone for [audience].
Include [risks, decisions, owners, dates, assumptions] where available.
Do not invent information that is not supported by the source.
Appendix B - Instructor Debrief Questions
Which app produced the most immediately useful output and why?
Where did Copilot need additional instructions or refinement?
Which source file was most useful for grounding?
How did specifying audience change the quality of the response?
What validation steps should be performed before sharing Copilot-generated content?
When should a simple Agent Builder agent be used instead of a full Copilot Studio agent?
Appendix C - Safety and Data Handling Reminders
Use only the mock documents provided for the training.
Do not paste confidential, restricted, personal, legal, supplier-sensitive, or operational-control data into prompts.
Review Copilot outputs before sharing or acting on them.
Apply the highest classification level of the source material to generated content.
If a response seems unsupported, ask Copilot to show which source information it used, then verify manually.
For real BP work, follow approved company policy and tenant configuration.
Synthetic training materials. No real BP confidential information, logos, employee data, supplier records, or operational procedures are included.




