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PRACTICAL READINESS GUIDE

Is Your Business Ready for
Microsoft 365 Copilot?

A practical checklist to get real value from Copilot — safely and confidently.
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Before You Begin
Copilot is not a plug-and-play tool. It works based on your data, your structure, and your permissions. If your Microsoft 365
environment is not set up correctly, Copilot will still run — but it may deliver poor results or expose the wrong information
to the wrong people.

Use this checklist to confirm your environment is ready. Each section takes about five minutes to review and can save
months of rework.

01 Microsoft 365 Foundation
Copilot runs on your Microsoft 365 environment. This is your starting point.

You are on Microsoft 365 Business Standard, Premium, or an Enterprise plan.

Every employee has their own login — no shared accounts.

Outlook, Teams, OneDrive, and SharePoint are actively used across your team.

Employees are consistently signed into their Microsoft accounts on their devices.

Unused and former employee accounts are fully removed.

WHY THIS MATTERS Copilot draws context from your daily tools. Inconsistent usage or shared accounts produce unreliable
results.

02 File Structure and Data Quality
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Copilot does not "think." It reads what already exists in your environment.

Files are stored in OneDrive or SharePoint — not on local desktops.

Folders follow a clear and consistent naming structure.

Duplicate, outdated, or unused files are removed regularly.

Your team can quickly find the current version of any document.

Important files are labeled clearly so their context is obvious.

WHY THIS MATTERS Copilot summarizes, analyzes, and generates content from your files. Messy data produces messy results.

03 Permissions and Access Control
This is one of the most important areas to get right before deploying Copilot.

Employees only have access to the files and folders they actually need.

Sensitive folders are restricted to the appropriate roles.

Sharing permissions in SharePoint and OneDrive have been reviewed recently.

Guest and external access settings are controlled.

Old permissions from past employees or projects are cleaned up.

WHY THIS MATTERS Copilot respects your existing permissions. If access is too open, Copilot can surface sensitive information
to the wrong people.

04 Security Baseline
Copilot should sit on top of a secure environment, not replace one.

Multi-factor authentication is enabled for all users.

Devices are protected with antivirus software and kept up to date.

Email security is in place to reduce phishing risk.

Admin accounts are separate from daily user accounts.

Backups are running and tested on a regular schedule.

WHY THIS MATTERS Copilot increases productivity. Security ensures that productivity does not create risk.

05 Microsoft 365 Configuration
Small settings make a significant difference in how Copilot performs.

Teams, SharePoint, and OneDrive are set up with clear ownership.

Naming conventions are in place for Teams and channels.
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Basic retention policies or data controls are active.

Employees are trained not to overshare links or folders.

You have visibility into how data is being accessed and shared.

WHY THIS MATTERS Copilot connects across your apps. A loose setup leads to an inconsistent and unpredictable experience.

06 Employee Readiness
Copilot is only as effective as the people using it.

Employees understand what Copilot can and cannot do.

They know how to write clear, effective prompts.

They understand what information should not be shared or generated.

A simple, acceptable-use guideline is in place.

Managers know how to apply Copilot to improve their team's workflows.

WHY THIS MATTERS Without guidance, Copilot becomes underused at best — and misused at worst.

07 Use Case Clarity
Don't start with "let's use Copilot everywhere." Start with a purpose.

You have identified where Copilot will save the most time.

You have named specific tasks to improve — emails, reporting, or meeting follow-ups.

You know which teams will benefit first.

Simple, real-world examples are ready for employees to follow.

WHY THIS MATTERS A focused rollout leads to faster adoption and results your team will actually notice.
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Your Readiness Snapshot

■ Mostly Yes You are in a strong position to deploy Copilot and see real value quickly.

■ Some Yes, Some No You can start, but you may encounter inconsistencies or missed opportunities. Address gaps
in permissions and file structure first.

■ Mostly No Fix your foundation before rolling out Copilot. A clean setup now means a faster, more effective
deployment later.

What Most Businesses Miss

→ Permissions are too open. Without proper controls, Copilot can expose sensitive information across your organization.

→ Files are not organized. Copilot's output is only as good as the content it can find and read.

→ Employees are not prepared. Adoption stalls when people don't know how to prompt or what boundaries apply.

→ Security is treated separately from productivity. Copilot brings both together. Your setup should too.

Copilot brings all of this together. When your environment is ready, it becomes a genuine
productivity tool — not a liability.

Ready to Move Forward?

Sandra Network helps businesses organize their Microsoft 365 environment, secure their data properly,
prepare their teams, and roll out Copilot in a way that actually saves time.

Schedule a Copilot Readiness Call



Sandra Network · Managed IT Services sandranetwork.com · 978-535-0202 x35

support@sandranetwork.com

978-535-0202, Ext. 3

This is not just a checklist.
It is the difference between "we tried Copilot" and "Copilot actually works for us."

sandranetwork.com


