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Junto al Trial de Copilot que vas a comenzar, Microsoft pone a tu disposicidon una herramienta de adopcion
personalizada en la que podras apoyarte para sacarle el maximo provecho a estos 30 dias.

En este tutorial se detalla todo lo que tienes que saber, paso a paso, para configurar correctamente la herramienta.

El primer paso es acceder a este link en el que
encontraras la pantalla de bienvenida a la
herramienta.

Aqui pondremos los siguientes datos:
*  Nombre de la empresa
* Fecha de inicio del trial

Tell us about
your business

acens
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https://adoption.microsoft.com/es-es/copilot/success-planner/#/onboarding

Paso 1.1: Elige tu sector

e Step 1 - Set up your industry

Step 1 - Set up your users

Step 2 - Take control of your
inbox

Step 3 - Get more from
every meeting

Step 4 - Create in less time

Copilot Cowork -
Recommended

Microsoft 365 Copilot Business Trial 3

USO PUBLICO

Tendras que elegir el sector que mejor encaje con tu empresa de entre los siguientes:

Salud

Manufacturacion

® Manufacturing and wholesale
Producers and distributors connecting

production. procurement. and supply

Sector publico

<> Govemnment and public sector

Agencies and public bodies managing

programs, policy, and services

Servicios profesionales

o8 Professional services

Servicios financieros

= Financial services and insurance

nd firms handling clients

ONGs

< Nonprofit

anaging programs

nors, and impact

Retail

w Retail and e-commerce
S| d online sellers managing

nventory, staffing, and promotions

Proveedores de servicios de training

2 Education and training

Energia

@  Energy, resources, and field
services
Teams managing assets, field work
and dispatch
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Paso 1.2: Define el tipo de usuarios que estaran en el Trial Microsoft 365 Copilot Business Trial 450 PUBLICO

Aqui definiras como se van a distribuir los 25 usuarios del trial dentro de tu compafia, en
funcion de si trabajaran en el mismo departamento...

Step 1 - Set up your industry

Professional services

Los usuarios trabajaran en distintos departamentos Los usuarios seran del mismo departamento
Step 1 - Set up your users oge £
A mix across teams One department
Step 2 - Take control of your Spread your 25 licenses across strong users from several teams Focus all 25 licenses on a single team or function
inbox
Step 3 - Get more from ... Y a qué departamento/s perteneran:
every meeting
Direccion Ventas Operaciones
Step 4 - Create in less time &  Leadership £  Sales /&  Operations
Financiero Recursos Humanos Marketing
&) Finance HR L5 Marketing
Copilot Cowork -
Recommended
Atencion al Cliente Jefatura de Proyectos Disefio
62  Customer Service %o Project Management & Design or Creative
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Paso 2: Toma el control de tu correo Microsoft 365 Copilot Business Trial
USO PUBLICO

;Qué tipo de correos consumen la mayor parte de tu tiempo?
Step 1 - Set up your industry

Professional services

Step 1 - Set up your users

25 users = Project Management
Correos para clientes y consultas
Step 2 - Take control of your
inbox

Follow-ups after interactions

Client email and queries

Answering client email in the right tone, quickly

Step 3 - Get more from
every meeting

Step 4 - Create in less time
Correos de seguimiento tras reuniones

Follow-ups after interactions

Closing the loop after every call and meeting

Copilot Cowork -
Recommended

Part of Telefénica
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Paso 3: Sacale mas partido a cada reunion Microsoft 365 Copilot Business Trial 450 pUBLICO

;Que tipo de reuniones te quitan el mayor tiempo?

Step 1 - Set up your industry

Professional services

Llamadas con clientes y revisiones

Step 1 - Set up your users

25 users = Project Management

Client calls and reviews

The conversations where client work gets discussed and agreed
Step 2 - Take control of your
inbox
Follow-ups after interactions

Reuniones de equipo internas

Step 3 - Get more from
every meeting Internal team meetings

The recurring internal sessions on engagements and workload

Step 4 - Create in less time

Selecciona aqui la aplicacidon que mas ultilices para reuniones:

ap Teams 0 Zoom Google Meet 9 Webex

(25 Another app orin person

Part of Telefénica
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Paso 4: Construye documentacion de calidad en menos tiempo Microsoft 365 Copilot Business Trial 450 PUBLICO

Selecciona el tipo de contenido que mas tiempo / esfuerzo le lleve a tu equipo crear
Step 1 - Set up your industry

Professional services

i1 Set i your Users Contratos y acuerdos con clientes

25 users = Marketing
Contracts and client agreements

Reviewing agreements and producing the first draft
Step 2 - Take control of your
inbox

Follow-ups after interactions

5‘*”3'6‘*‘."";“'-‘"““ Regulacion y cumplimiento
Internal team meetings

Regulations and compliance

Keeping up with new rules and what they mean for you

Step 4 - Create in less time

Descripcion de servicios

Service and client data
Copilot Cowork - Understanding themes and pain points across client interactions
Recommended
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Paso 5: Automatiza tareas repetitivas Microsoft 365 Copilot Business Trial ,
USO PUBLICO

Identifica y selecciona las tareas repetitivas que mas tiempo consumen

Step 1 - Set up your industry

Professional services

Step 1 - Set up your users . . . .
25 users - Marketing Los clientes relizan siempre las mismas preguntas

" The same client questions, again and again
irlboxz Take dmr Repeat questions landing on the same few people

Follow-ups after interactions

Step 3 - Get more from
every meeting

Internal team meetings

Step 4 - Create in less time

Service and client data

Creamos material a partir de una guia de pasos a seguir

Rebuilding the same checklists and guidance
aeps . Automate mpeuti've Recreating compliance checklists and internal guidance each time
work

Copilot Cowork -
Recommended
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Paso opcional: Deshabilita Copilot Cowork Microsoft 365 Copilot Business Trial 450 UBLICO

Step 1 - Set up your industry

Professional services

Copilot Cowork viene activado por defecto en el trial. Puedes desactivarlo en el siguiente boton:
Step 1 - Set up your users

25 users - Marketing

Step 2 - Take control of your (:) On
inbox : : o .
R Copilot Cowerk is on for your trial. You can turn it off here.
Follow-ups after interactions )
Step 3 - Get more from
every meeting
Internal team meetings
Step 4 - Create in less time . ) ) L. . ; )
Senvice and client data Recuerda que el uso de Copilot Cowork se mide a través de créditos de Copilot. Aqui podras ver
toda la informacién acerca de la facturacién de estos créditos, ademas de como puedes limitar
S 5= Astomete mpetie el uso de Cowork dentro de tu organizacion.

Rebuilding the same checklists a...
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https://learn.microsoft.com/es-es/microsoft-365/copilot/usage-based-billing-overview-copilot-credits

Dashboard Resultado
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Microsoft 365 Copilot Business Trial

Una vez hayas completado todos los pasos, te aparecera un dashboard con todos los datos que has introducido, asi como una guia de como has
de trabajar a lo largo de estas 4 semanas, con una checklist para ir completando tareas y recursos para ayudarte a sacarle el maximo partido al trial.

Y i

MICROSOFT 365 COPILOT BUSINESS

This plan is tailored for

Launch and manage —
your Copilot success o
p I an. Follow-ups ater interactions

Internal tesm meetngs
This personalized plan helps your organization run a successful trial by Servica 30 chent data
guiding you through setup, launch, and user adoption over the next four Rebiling the sama chackiats and guidiance
weeks.
Bxport POF & cowok © @D
® TRIAL STATUS
S 30 days left
Edit rial start date
Bookmark your success plan
Bookmark your Admin View URL now. This is a unique. unlisted Sponsor/Admin Trial user
‘workspace; saving this link is the only way to return to your customized Manage setus cormms and pogren Shae this bk with your 25 e
setuy
o @ @

Tip: Share this link with your Microsoft partner so they can follow along
and support you throughout the trial.

Your 4-week journey at a glance
During this trial, your 25 users build real Copilot habits, and you get the adoption data to decide next

steps.

BEFORE DAY 1 weEK 1 WEEK 2 W 3 WEEK ¢
Set up and Take control of Get more from Create in less Automate
launch your inbox every meeting time repetitive work
Choose your 25 Help your users Help users prepare Help users draft Help users identify
users, enable the tame their inbox by faster, stay documents and recurring tasks and
recommended enabling them to organized, capture presentations and use Al to simplify
settings, assign find what matters, decisions and analyze data faster research, in-depth
licenses, and summarize threads, action items, and so they can focus analysis, and multi-
launch. draft replies, and follow up with on reviewing step jobs with

prioritize the day. confidence. instead of agents.

producing.

B B B B B

DAY 30

Leading up to
Day 30

Track usage each
week in Copilot
Analytics, Share
outcomes with
leadership, and
schedule time with
your partner to
plan next steps.

.

Week-by-week roadmap

n Before Day 1 ~

Set up and launch

Your focus this week: make Day 1 feel like a moment and stand up the support system

[] Choose your 25 trial users sranson

Pick the 25 people wholl get the most from Copilot.

[ | Enable recommended settings oM Admin Setup Guide .
In the Microsoft 365 admin center [Copilot » Settings), canfirm these three settings so your team gets the Manage Copilotinthe |
full experience on Day 1: web search, pin Copilot Chat, and Teams transcription. admin center

Tig: your partner can da this with you. One of only two trly -admin steps.

[ Setup your Teams channel + welcome message swonsos Craste channel .
O Create 2 channel where your 25 users can ask questions and share wins. and prepare the wekome message
you'll post an Day 1.
[ Activate & assign licenses with your partner s « aoum Assign canses -
Your Microsoft partner activates your 25-user trial in CSP and provisions your licenses. Reach aut to get Usage-Based Billing & Cost
started and use the same conversation to coordinate the rest of your trial setup, Then assign the licenses Management

to your users. Heads up: this starts your 30-day clock, At the end of it, your trial converts to a paid
subscription for all 25 users unless you tel your partner otherwise, 5o agree with them now when you ll

make that call. Do this once you've picked your users, confirmed your settings, and set up your channel

n Before Day 1 X

Set up and launch

Your focus this week: make Day 1 feel like a moment and stand up the suppart system

n Week 1 Take control of your inbox  Aug 25-31 v
&% VIEW YOUR TEAM'S JOURNEY THIS WEEK v

) Week 2 Get more from meetings  sep 1-7 v Part of Telefénica
&% VIEW YOUR TEAM'S JOURNEY THiS WEEK v

.s. Telefonica
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acens siempre contigo Microsoft 365 Copilot Business Trial

Durante el Trial y después de é€l, tienes varias vias para contactar con nosotros. La mas directa es tu panel de cliente, aunque puedes elegir el canal
que mejor te convenga.

ame

Panel de cliente

Abre un ticket desde el apartado
Soporte de tu panel.

Es la via recomendada: te permite seguir el
estado de cada consulta y sus respuestas.

5

Teléfono de soporte
900 103 293

De lunes a viernes, de 8:00 a 20:00 h.
También por WhatsApp en el 682 823
179.

<

Correo de soporte
soporte@acens.com

Para consultas e incidencias técnicas
cuando prefieras dejarlo por escrito.

a

Tu gestor asignado

Tu comercial de acens

Contacto directo para dudas sobre el
Trial, licencias y los siguientes pasos.

acens

Part of Telefénica

.E. Telefonica


https://panel.acens.net/login/

Copilot Business Trial
Herramienta De Adopcion
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