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The B2B Al
maturity and
adoption guide

A practical Microsoft 365 guide for leaders who
want secure Copilot adoption, role-based Al
literacy, and visible business use cases before
scale.

® Secure Copilot adoption ® Role-based Al literacy

® Business use cases before scale
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The Shadow Al problem

The issue is not that employees are curious. The issue is that work changes
before governance, training, and visibility catch up.

TYPICAL PATTERN BUSINESS RISK
e Asales colleague summarizes a contract in a Managers cannot govern what they cannot
public chatbot. see. Shadow Al creates data exposure,

 An operations team translates customer files in inconsistent output quality, weak
an unmanaged tool. accountability, and no reliable record of how

e A manager rewrites confidential performance e

notes without guidance.

e Ateam prepares reports with Al, but does not
document source data or checks.

] ]
Data exposure Output quality Weak accountability No training record
Confidential content can Teams may rely on AL Managers cannot see who Al use grows faster than

leave the Microsoft 365 answers without source data, uses Al, for which task, and literacy evidence, rules, and
environment without a clear checks, or shared review under what guidance. internal documentation.
decision. habits.

Adoption starts when Al use becomes
visible, approved, and tied to daily tasks.

Informal Al use is already a process change. The choice is

LEADERSHIR whether it stays invisible or moves into a governed

TAKEAWAY

Microsoft 365 path.
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Why Microsoft 365 Copilot
changes the path

Copilot can support email, meetings, documents, presentations,
spreadsheets, and information synthesis inside the Microsoft 365
environment. That makes the adoption path stronger, but only if the
environment is prepared first.

BEFORE ROLLOUT DURING PILOT AFTER PILOT

Review the environment Select costly tasks Measure before scale
Review SharePoint and OneDrive Select tasks that already cost time: Measure usage, quality, risk signals,
permissions, external sharing, meeting summaries, proposals, follow- user confidence, manager feedback,
sensitivity labels, DLP settings, user ups, reports, comparisons, and and the next use cases worth scaling.
groups, and first pilot teams. internal knowledge search.

Copilot is not a license project. It is a secure work
adoption project.

Adoption inside the
work system

Copilot is strongest when daily work, data
boundaries, and role-based guidance
move together.
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Al literacy under the EU Al Act

Article 4 of the EU AI Act concerns Al literacy. It is about sufficient Al
literacy measures, not generic credential language.

04

It requires providers and deployers of Al systems to

take measures to ensure a sufficient level of Al literacy

among staff and other p

ersons using Al on their behalf.

Who received guidance What risks were explained How outputs are checked

Who received AI guidance or training, What risks and limitations were How employees are expected to check

and which roles were covered. explained, including what data rules Al outputs and where internal guidance
apply. is stored.

WHAT TO DOCUMENT

EVIDENCE LAYER

Who received Al guidance or training.
Which roles were covered.

What risks and limitations were explained.
Which data rules apply.

How employees are expected to check Al
outputs.

Where internal guidance is stored.

WHAT NOT TO CLAIM

Al literacy measures are role-based and
documented. Legal wording stays precise and

modest. Evidence shows training and guidance
activity. The focus remains responsible AI use

in actual work.

The page should help leadership separate real Al literacy

evidence from vague certification language.
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A practical 5-step adoption
path
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B 3

Audit current Al use Select first use cases Secure the tenant

Identify informal AI usage, exposed Choose work that already costs Review permissions, sharing, labels,
teams, sensitive data habits, and time: meetings, proposals, email DLP, access policies, and admin
Microsoft 365 sharing issues. follow-up, reports, document settings before adoption scales.

comparison, and research.

4] ]

Train on real tasks Measure and scale Scale only what works

Use actual daily work examples. The Track usage, quality, risk signals, Keep the rollout tied to visible use
goal is not prompt theory. The goal user confidence, and manager cases, governance boundaries, and
is a safer Monday morning task. feedback before expanding. manager feedback.

The path works when technical readiness, Al literacy, and
ADOPTION RULE

daily use cases move in the same sequence.




IT ASSIST | MICROSOFT 365 COPILOT

Questions for

leadership

READINESS

e Which teams already
use AI informally?

e Which data should
never be pasted into
public tools?

¢ Which Microsoft 365
folders are
overshared today?

e Which three tasks
are slow enough to
justify Copilot
adoption first?

Readiness decision

GOVERNANCE

e Who owns Al literacy

evidence?

Who approves
internal AI guidance?

How will managers
know whether
adoption is working?

What should be fixed
before more licenses
are assigned?

Start by identifying informal AI use, overshared Microsoft

365 folders, and the first three tasks slow enough to justify

Copilot adoption.

Governance decision

Assign ownership for Al literacy evidence, internal guidance,

adoption visibility, and pre-license fixes.

BOOK READINESS CALL

WHAT THIS GUIDE HELPS DECIDE

Whether the organization is ready to move
from informal AI usage to governed
Microsoft 365 Copilot adoption, with
visible use cases, role-based Al literacy
evidence, and manager feedback before
scale.

COMMERCIAL NEXT STEP

Use the questions on this page to decide
whether a Microsoft 365 Copilot readiness
and Al literacy review should happen
before more licenses are assigned.
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