
Microsoft 365 Copilot 
for Executives
Transform the way you work 
with the power of AI.

Presenter Notes
Presentation Notes
Hi there, and welcome to the event! I'm Jared with Microsoft, and we're thrilled to have you with us. As executives, you’re likely battling information overload and time constraints. Today, we're going to show you how Microsoft 365 Copilot can give you back hours in your day and help you make quick, informed decisions. Over the course of our time together, we'll demonstrate how Copilot uses the power of AI to transform the way you work. This event is designed to provide foundational knowledge and equip you with the fundamentals of Copilot, specifically as they apply to executive workflows.

As we walk through our content, please ask us any questions you have using the Chat area of our event platform. Our team is monitoring the chat, and we hope to address as many questions as we can. 

So, let's dive in! Here's what we'll be covering today…




Agenda
Microsoft 365 Copilot 
Training for Executives

Time Topic Session

10 mins Introduction
Introduction & workshop expectations

What is Microsoft 365 Copilot?

5 mins Prompting basics Learn how to write prompts for Copilot to get the best 
results.

40 mins Demonstrations & live interactions

Together, we’ll walk through examples of how Copilot can 
be used to accomplish tasks large and small. We’ll show 
executive-aligned examples in: 

• Outlook
• Word
• Microsoft 365 Pages
• Excel
• Teams

5 mins Closing Next steps and lesson recap

Presenter Notes
Presentation Notes
We'll begin with a quick introduction to Microsoft 365 Copilot and what makes it uniquely powerful. Then we'll cover some essential prompting strategies to help you communicate effectively with Copilot.

The heart of our session will be live demonstrations across the Microsoft 365 suite. You'll see firsthand how Copilot can help you synthesize complex email threads in Outlook, draft compelling documents in Word, collaborate on strategic planning in Microsoft 365 Pages, analyze data patterns in Excel, and capture insights from meetings in Teams.

We'll conclude with next steps and resources to support your Copilot journey. Everything we cover today is designed to deliver value to your role. Let’s get started!




Microsoft 365 Copilot

Your AI assistant for work

Presenter Notes
Presentation Notes
When you think about being productive at work, you might imagine having an assistant. Traditionally, we associate assistants with executives and upper management. However, with the advancements in AI, Copilot is designed to provide everyone with an AI assistant at work. This is a bold promise, and Copilot delivers in significant ways.



Microsoft 365 Copilot

Natural Language

Large language 
models (LLMs)

Your own 
Company data

Best in class data 
protection

Microsoft 
365 apps
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First, it's important to understand that this artificial intelligence is powered by a large language model. Essentially, this means it understands words and how they relate to each other, forming a vast amount of intelligence that can respond to us in a human-like way.   

In the past, interacting with computers required knowledge of code and a rigid, structured way of communicating for the PC to understand. Now, with large language models and Copilot, you can use casual, conversational speech, and it will intelligently understand you.   

This is the foundation of how Copilot works. Its capabilities are further enhanced by its integration with Microsoft 365, giving it access to your organization's data. Of course, it’s built with best-in-class data protection and privacy. This intelligence and company knowledge are integrated across the apps you use daily.



brings AI into 
the apps you use every day

Microsoft 365 Copilot

Presenter Notes
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These apps include familiar ones like Word, Excel, PowerPoint, Microsoft Teams, Outlook, and even newer applications like Microsoft Loop.   

To access Copilot, your organization needs to assign you a Copilot license. Once you have a license, you'll see the Copilot icon, which I'll show you later, and you can interact with Copilot within the apps you're familiar with.



Your data is data

Your data is  by 
the most comprehensive enterprise 
compliance and security controls

Your data is used to train the 
foundation AI modelsMicrosoft 365 Copilot
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As I mentioned, Copilot can access a wide array of company data, including sensitive information and confidential projects. It's crucial to emphasize that Microsoft 365 Copilot runs on trust—the trust you and your organization place in Microsoft.
   
The data you provide to Copilot is your data. Microsoft and its partners cannot view your interactions, and your data is not used to train the AI models. The AI models are already highly trained, and your data is used solely for your organization's purposes. 

The security of this language model is backed by Microsoft's comprehensive compliance and security protocols, providing the same level of protection that organizations have relied on with Microsoft 365 for years.   




Microsoft 365 app

Copilot Chat for Work and Web

Microsoft.com/copilo
t

In-app Chat

Microsoft 365 app Teams Outlook

PowerPoint Word

microsoft.com/copilot Microsoft 365 Copilot app

Microsoft Teams Copilot in Edge

chat experiences
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There are several ways to interact with Copilot. One way is through the Copilot Chat for Work and Web, which can be accessed in a few different places. To talk to Copilot, you can go to microsoft.com/Copilot. This will take you to the web-based interface where you can ask Copilot questions about your organization and more. You'll also find this chat interface within the Microsoft 365 Copilot app and through the sidebar in the Edge browser. Inside of Teams, you can chat with Copilot just as you do with your colleagues. 

You'll gain even more value from Copilot by using the in-app chat. In apps like Outlook, Copilot can assist you with drafting emails, while considering the context of the email thread. In Teams, Copilot is available in meetings and chats. Microsoft Word allows you to draft and summarize content, and PowerPoint helps you present information effectively. Across these applications, Copilot is integrated into the experiences.

https://support.microsoft.com/en-us/copilot-powerpoint




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.

2. Include the right prompt ingredients

Source

Which information sources or 
samples should Copilot use?

Context

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? 

Goal

Presenter Notes
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Simply telling Copilot what you need is a great starting point. It can perform tasks like transforming an FAQ document into a 10-slide onboarding guide. It's also useful for catching up on missed information in a Teams chat or email thread, and for learning about things within your organization. You can phrase these requests as standard questions, but adding the right ingredients to your prompt makes it even more powerful.  

There are four key elements to crafting an effective Copilot prompt:
Goal: Clearly state what you want Copilot to do. For example, "Generate three to five bullet points."   
Context: Provide background information to explain why you need the information. For example, "Give me those bullet points to prepare for a meeting with Client X to discuss their 'Phase 3+' brand campaign." Because Microsoft 365 Copilot is integrated, it understands who Client X is and the details of the "Phase 3+" brand campaign, so you don’t have to copy and paste all the information.   
Sources: Specify particular documents or Teams chats to focus on. For instance, "Focus on emails and Teams chats since June." This is useful if, for example, a significant change occurred in the project in June, making earlier information irrelevant. Providing this context helps Copilot refine its response.   
Expectations: Define how Copilot should respond. Examples include: "Please use simple language so I can get up to speed quickly," or "Please explain this to me like I am a child," or even, "Explain it to me as if I were a pirate." 

These elements—goal, context, sources, and expectations—are the ingredients for a great prompt.   




3. Keep the conversation going

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​.

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

Helpful hints to keep in mind

Know Copilot’s limitations
Copilot is limited to your current 
conversation, so give lots of details.

Be professional
Using polite language 
improves Copilot’s response.

Start fresh
Avoid interrupting and type 
“new topic” when switching tasks.

Use quotation marks
This helps Copilot know what to 
write, modify, or replace for you.

Communicate clearly
Pay attention to punctuation, 
grammar, and capitalization.

Explore with Copilot 
Prompt Library
Filled with example prompts that 
you can edit to make your own. 
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Presentation Notes
Here are a few other key tips for prompting:
Engage in a conversation: Your initial prompt is just the beginning. You can refine the response by asking follow-up questions to guide Copilot toward the best outcome.   
Utilize language translation: Copilot excels at translating languages. Large language models have a strong understanding of a wide array of languages, making localization easier.   
Leverage creativity: Copilot can assist with creative tasks such as inventing something, creating a narrative, or developing a storytelling demo of your organization's products.   

It's also important to be aware of Copilot's limitations. While Microsoft is continuously working to enhance Copilot's capabilities, there are some tasks it cannot yet perform. Copilot will attempt to inform you of its limitations, but sometimes the response may be unsatisfactory or unclear. It's important for you to use your judgment in evaluating the response.   

Using quotation marks around specific phrases or citations can be helpful for Copilot, just as it is for human readers. When switching to a different topic, it's advisable to start a new chat to help Copilot stay focused.   
Finally, it’s beneficial to treat Copilot with the same professionalism you would extend to your colleagues. While it may seem unusual to be courteous to a computer, it has been observed that being professional and kind to Copilot can result in more comprehensive and insightful responses. Therefore, it's a good practice to say "please" and "thank you."   



In , you can 
bookmark and view your saved prompts

Presenter Notes
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If you need assistance with prompting, there's a Copilot Prompt Library available. When interacting with Copilot, you'll typically see a window where you can input your prompts. At the bottom, there's an icon that resembles stars or a book, labeled "View Prompts." Clicking on this opens the Prompt Gallery. Here, you'll find a variety of prompts created by Microsoft and others, which you can use as inspiration. You can customize these prompts to suit your specific needs, providing a great starting point. If you find a prompt you like, you can bookmark it to save it to your saved area within the Copilot Prompt Gallery.   

To access this, go to microsoft.com/copilot and look for "View Prompts" at the bottom.   

If you're not seeing what's described, ensure that your organization has assigned you a Microsoft 365 Copilot license. If you haven't received a license yet, you can still watch this session and learn the information for future use.   



In , you can copy links 
to prompts ​ and share them with colleagues.

The link will open a new Copilot Chat 
with the prompt already filled.
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Once you've saved prompts, you can also share them with colleagues. Within the Prompt Gallery, hovering over a prompt reveals a link icon next to the bookmark. Clicking this copies a URL to your clipboard, which you can send to others. When they click the link, it opens a new Copilot chat with the prompt pre-populated, allowing them to edit and submit it to Copilot. This is an easy way to share Copilot prompts via a direct link.   



with Microsoft 365 Copilot

Recap a meeting
 – let Copilot keep track of key 
topics and action items so you 
can stay focused during the 
meeting and avoid listening to 
the recording after.

1

Draft an email with notes and 
action items from meeting

Summarize an 
email thread 
– get quickly caught up to a 
long, complex email thread.

2

Click on the Summarize icon

Summarize a 
document 
– get right down to business 
by summarizing long 
documents and focusing 
on the relevant sections.

4

Give me a bulleted list of 
key points from file

Tell me about a 
topic/project … 
– provide insights and 
analysis from across 
multiple sources to get 
up to speed quickly.

5

Tell me what's new about topic 
organized by emails, chats, and files?

Give me some 
ideas for …
– boost your creativity with 
ideas for your work such as 
agendas, product names, 
social media posts, etc.

6

Suggest 10 compelling 
taglines based on file

What did they say … 
– when you vaguely remember 
someone mentioning a topic, 
have Copilot do the research.

8

What did person 
say about topic

Translate a message 
– with business becoming 
increasingly international, it’s 
important to be able to read 
or write messages in other 
languages.

10

Translate the following 
text into French: 

Draft email 
–  personalize the tone and 
length.

3

Draft an email to [name] that 
informs them that Project X is 
delayed two weeks. Make it 
short and casual in tone. 

Revise this content 
– when you’ve got a rough 
draft of an idea, turn it into 
usable text and then vary 
the length and tone.

9

Rewrite with Copilot

For more prompts, visit Copilot Prompt Gallery at: aka.ms/CopilotLab

Help me write … 
– jumpstart creativity and write 
and edit like a pro by getting a 
first draft in seconds.

7

Generate three ways 
to say [x] 

Presenter Notes
Presentation Notes
Here are some key prompts to get you started. These are among the top 10 prompts that users find most valuable with Copilot.   
Recap a meeting (1): This is a game-changer. If you've ever been in a Teams meeting and struggled to take notes without missing important details, Copilot can revolutionize your meeting participation. You can stay focused and let Copilot handle the note-taking. 
Summarize information (2/4): Copilot excels at summarizing email threads, documents, and PowerPoints.   
Draft content (3/7): Copilot can assist you in drafting emails and writing Word documents.   
Learn about a topic or project (5/8): Copilot can search company data to provide information on projects and explain it in a natural way. This is particularly useful for new employees getting acquainted with their organization.   
Revise and translate content: You can ask Copilot to revise existing content (9) or translate it into any language (10).   

https://aka.ms/CopilotLab




Meet Boulder 
Innovations
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Presentation Notes
Welcome to Boulder Innovations – where cutting-edge EV charging solutions meet intelligent design. What you're looking at is our flagship product, the ChargeHub Pro, an elegant yet powerful EV charging solution that's transforming commercial spaces across North America. Today, we'll see how this forward-thinking company is leveraging Microsoft 365 Copilot to accelerate their mission of making electric mobility accessible to all.



• Founded in 2014 by former renewable energy engineers

• Headquarters in Boulder, CO with offices in San Francisco, 
Chicago, and expanding to Europe

• 850 employees across engineering, manufacturing, sales, IT, 
and administration

• Flagship Product: ChargeHub Pro - premium commercial EV 
charging solution 

• Strategic Initiatives: 

• European market expansion

• Launch of affordable residential product line 
(ChargeHub Home)

• IT security improvements

• Customer experience enhancement

Pioneering the Future of EV Charging Infrastructure

Mission: Accelerate the transition to sustainable transportation 
through accessible, reliable, and intelligent charging solutions.

Presenter Notes
Presentation Notes
Since 2014, Boulder Innovations has evolved from a startup to an industry leader with 850 employees across multiple locations. They're currently focused on four key initiatives: European expansion, launching their residential ChargeHub Home product, enhancing security, and elevating customer experiences. These strategic priorities create the perfect backdrop to demonstrate how Microsoft 365 Copilot empowers different roles to drive innovation across the organization.



Meet Maya Faye
Executive Team, Boulder Innovations

Presenter Notes
Presentation Notes
Meet Maya Faye, a member of the Executive team at Boulder. She's currently leading two critical initiatives: the company's expansion into European markets and the development of their new residential product line. Today, we'll see how Maya leverages Microsoft 365 Copilot to make strategic decisions faster, collaborate more effectively across departments, and transform complex data into actionable insights—all while balancing the demands of her fast-paced leadership role.



 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

Copilot in Outlook
Email Analysis and Summary

Maya reviews a complex 25+ message thread with VanArsdel Ltd. 
about distribution partnership. She uses Copilot to get caught up 
quickly and gain actionable insights.



 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

Copilot in Word
Drafting an agreement

Maya leverages Copilot to create a detailed legal document based on the 
email negotiations, without having to manually reference the complex 
thread or involve legal resources for the initial draft.

Presenter Notes
Presentation Notes
Purpose
Introduce Adele Vance, Sales Manager at Adventure Works Bicycle
Timing
1 minute
Speaker Guidance
Adele Vance is the sales manager at Adventure Works Bicycle.  
Her objective is to understand eBikes better so she can be create the best possible GTM plans and respond to RFP’s.  She also need to craft a compelling response to the RFP from the Department of Transportation.

For her role, she’ll leverage the following scenarios in Outlook, Excel, Word and Powerpoint.



 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

Microsoft 365 Pages
Collaborative research

Maya initiates collaborative research on EU charging regulations by 
creating a Microsoft 365 Page and inviting her team. Copilot helps 
structure comprehensive regulatory information that the team can build 
upon together in real-time.

Presenter Notes
Presentation Notes
Purpose
Introduce Adele Vance, Sales Manager at Adventure Works Bicycle
Timing
1 minute
Speaker Guidance
Adele Vance is the sales manager at Adventure Works Bicycle.  
Her objective is to understand eBikes better so she can be create the best possible GTM plans and respond to RFP’s.  She also need to craft a compelling response to the RFP from the Department of Transportation.

For her role, she’ll leverage the following scenarios in Outlook, Excel, Word and Powerpoint.



 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

Copilot in Excel
Sales analysis

Maya quickly gains insights from sales data without needing advanced Excel 
skills. The Analyze Data feature helps her explore relationships between 
different data points and identify important trends in sales channels.

Presenter Notes
Presentation Notes
Purpose
Introduce Adele Vance, Sales Manager at Adventure Works Bicycle
Timing
1 minute
Speaker Guidance
Adele Vance is the sales manager at Adventure Works Bicycle.  
Her objective is to understand eBikes better so she can be create the best possible GTM plans and respond to RFP’s.  She also need to craft a compelling response to the RFP from the Department of Transportation.

For her role, she’ll leverage the following scenarios in Outlook, Excel, Word and Powerpoint.



 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

Copilot in Teams Meetings 
Notes and action items

Maya reviews a previous cross-functional meeting about residential 
product development. Without taking notes during the meeting, she can 
now generate organized departmental summaries, action items with clear 
ownership, and a professional follow-up email.

Presenter Notes
Presentation Notes
Purpose
Introduce Adele Vance, Sales Manager at Adventure Works Bicycle
Timing
1 minute
Speaker Guidance
Adele Vance is the sales manager at Adventure Works Bicycle.  
Her objective is to understand eBikes better so she can be create the best possible GTM plans and respond to RFP’s.  She also need to craft a compelling response to the RFP from the Department of Transportation.

For her role, she’ll leverage the following scenarios in Outlook, Excel, Word and Powerpoint.
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Please add your questions to the chat. Our team is here to respond in the chat to any questions you may have.



Copilot Adoption Page 

adoption.microsoft.com/copilot

Copilot Scenario Library

adoption.microsoft.com/copilot-scenario-library

The Great Copilot Journey

aka.ms/greatcopilotjourney

Presenter Notes
Presentation Notes
Purpose
Share where you can find Copilot resources
Timing
1-2 minutes
Speaker Guidance
Provides resources by role/area, such as leader, user enablement, and technical readiness, to help deploy, use, and scale Copilot.

Showcases what’s new in Copilot, such as Copilot for SMB, Copilot for Sales, Microsoft 365 Copilot, and more.

Invites users to explore what’s possible with Copilot, such as building prompt skills, creating content, joining the community, and using Copilot in different apps.

Offers links to other Copilot experiences, such as Copilot for Sales, Copilot Studio, and Microsoft Copilot.
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Executive:

"As we've seen throughout Maya's workday, Microsoft 365 Copilot transforms how a strategic leader can operate. From distilling complex email threads with international partners to collaborative regulatory research, data-driven pricing analysis, and streamlined meeting follow-up, Copilot helps Maya make faster, more informed decisions while maintaining meaningful connections across her organization.
For executives like Maya, Copilot isn't just about saving time—it's about elevating strategic thinking and focusing energy on the truly creative aspects of leadership. The insights we've uncovered together would have taken days of manual analysis, but with Copilot, they're available in minutes.
You can find more resources about leveraging Microsoft 365 Copilot for executive workflows on the screen, including implementation guides and best practices. Thank you for joining me on Maya's journey, and I look forward to seeing how Copilot transforms your organization's strategic capabilities!"

IT:

"Throughout Jamal's day, we've witnessed how Microsoft 365 Copilot revolutionizes security management for IT leaders. From identifying vulnerable patterns in help desk data to creating approachable security guides, developing engaging training materials, and responding rapidly to emerging threats, Copilot empowers Jamal to build a more secure organization without adding complexity.
For IT professionals like Jamal, Copilot offers a perfect balance—strengthening security while making it more accessible to everyone. What once required specialized tools and dedicated analysis time can now be accomplished within the familiar Microsoft 365 environment.
The resources on your screen provide deeper insights into implementing Copilot for IT and security teams, including deployment guides and security best practices. Thank you for exploring Jamal's security-focused journey with me today, and I'm excited to see how Copilot helps your IT team build a more secure, resilient organization!"

Sales:

"Throughout Sofia's client journey, we've seen how Microsoft 365 Copilot transforms the sales process from initial inquiry to ongoing relationship building. By analyzing client needs, creating tailored proposals, designing executive presentations, receiving personalized coaching, and identifying patterns for future opportunities, Sofia delivers exceptional client experiences while continuously improving her approach.
For sales professionals like Sofia, Copilot is a competitive advantage that enables deeper client relationships through personalization at scale. What once required hours of preparation can now be accomplished in minutes, allowing more time for high-value client interactions.
The resources displayed on your screen include detailed guides for implementing Copilot in sales workflows, along with templates and best practices. Thank you for joining Sofia's journey today, and I'm excited to see how Copilot helps your sales team exceed client expectations and drive growth!"


Finance:

"Throughout Arjun's day, we've witnessed how Microsoft 365 Copilot transforms financial analysis and communication. From rapidly digesting complex discussions to creating sophisticated models, designing executive-ready visualizations, and crafting technically precise yet accessible communications, Copilot helps Arjun deliver financial insights that drive strategic decisions.
For financial professionals like Arjun, Copilot bridges the gap between technical expertise and business impact. Complex financial concepts become accessible to everyone, while maintaining the analytical rigor that's essential for sound decision-making.
On your screen, you'll find resources specifically designed for finance teams looking to implement Copilot, including templates, use cases, and integration guides. Thank you for exploring Arjun's financial journey with me today, and I'm excited to see how Copilot helps your finance team deliver even greater value across your organization!"
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The information herein is for informational purposes only and represents the current view of Microsoft Corporation as of the date of this presentation. Because Microsoft must respond to changing 
market conditions, it should not be interpreted to be a commitment on the part of Microsoft, and Microsoft cannot guarantee the accuracy of any information provided after the date of this presentation.  

Microsoft makes no warranties, express, implied or statutory, as to the information in this presentation.
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