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What is Microsoft Copilot?
Microsoft Copilot is a Generative AI powered assistant designed to help you with a wide range of tasks. It leverages advanced AI models, like GPT-4, to provide 

support in various areas such as productivity, information retrieval, and creative projects. Here are some key features:

•Productivity Assistance: Helps with tasks like drafting emails, creating documents, and managing schedules.

•Information Retrieval: Provides answers to questions, finds information online, and summarizes content.

•Creative Support: Assists with brainstorming ideas, writing content, and even generating images.

It's designed to be a versatile tool that adapts to your needs, making your work and daily tasks easier and more efficient.

What is Generative AI?
Generative AI refers to a type of artificial intelligence that can create new content, such as text, images, music, and more. It uses machine learning models to generate data that 

mimics the patterns and structures of the input data it was trained on. Here are some key points about generative AI:

•Content Creation: It can produce original text, artwork, music, and even videos. For example, GPT-4 can write essays, stories, and code.

•Data Augmentation: It can generate synthetic data to augment real datasets, which is useful in training other AI models.

•Personalization: It can create personalized content, such as custom recommendations or tailored marketing messages.

•Innovation: It helps in brainstorming and developing new ideas by generating creative solutions.

Generative AI is widely used in various fields, including entertainment, marketing, and research, to enhance creativity and efficiency.
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Explain that in simpler terms

Generative AI is a type of artificial intelligence that can create new things, like text, images, or 

music. Here’s a simpler breakdown:

•Makes New Stuff: It can write stories, draw pictures, compose music, and more.

•Helps with Data: It can create extra data to help train other AI systems.

•Personalizes Content: It can make custom recommendations or messages just for you.

•Sparks Creativity: It helps come up with new ideas and solutions.

Think of it as a creative assistant that can generate original content based on what it has learned.
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Introducing

Microsoft 365 Copilot

Nicholas Aquino – Sr. Technical Specialist 

Darryl Rowe – Principal Technical Specialist

Zip Co logo SVG free download, id: 101874 - Brandlogos.net

Zip Co logo SVG free download, id: 101874 - 
Brandlogos.net

Zip Co logo SVG free download, id: 101874 - Brandlogos.net

https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
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How can Copilot 
help me?

Easy Things to do 
with
Copilot
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Why use Copilot instead of a search engine? – I asked Copilot!

1. **Conversational Interaction**: I provide answers through a conversational interface, making it 
easier to ask follow-up questions and get more personalized information without having to sift 
through multiple search results.

2. **Task Completion**: Beyond just answering questions, I can help you with tasks like generating 
content, brainstorming ideas, summarizing information, and even coding. My capabilities extend 
beyond simple information retrieval.

3. **Engagement & Personality**: With me, you'll get a friendly and engaging conversation that 
includes humor, empathy, and a touch of personality, making your interaction more enjoyable.

4. **Context Awareness**: I can remember the context of our conversation, so you don't have to 
repeat yourself. This helps in providing more accurate and relevant information based on our 
previous interactions.

5. **Varied Capabilities**: I can generate images, understand uploaded files, and perform web 
searches when needed, making me a versatile assistant for a wide range of tasks.
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Research Compare the features of the iPhone and Galaxy S24

Before
Copilot
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Research Compare the features of the iPhone and Galaxy S24

With
Copilot
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The Art of Prompting
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1 Keep it simple 
and 
Conversational

Using everyday language and 
a friendly tone helps Copilot 

understand your intent clearly.

Imagine you’re chatting with a 
helpful friend over coffee.
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2 Be Specific 
and Actionable

Clarity is key. Clearly state what 
you want Copilot to do.

Instead of vague requests, 
provide specific tasks or 

outcomes.
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3 Know what to 
avoid when 
creating a 
prompt

Over-complication. Avoid 
conflicting instructions or 
overly complex prompts.

Assumptions. Don't assume 
Copilot has the context from 
previous interactions unless 
within the same session.
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4 Understand 
Copilot's 
limitations

• Break down complex tasks. 
Simplify tasks for Copilot by 
breaking them down into smaller, 
manageable steps.

• Optimize for repetition. Use 
Copilot for repetitive tasks to save 
time and effort.

• Random responses. Responses 
you get from Copilot are random. 
Using the exact same prompt 
multiple times can result in 
different responses.
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5 Be polite

Using polite language sets a 
tone for the response. 

Generative AI also mirrors the 
levels of professionalism, 

clarity, and detail in the inputs 
you provide.
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6 Be curious

Experiment! Explore different 
prompt structures and 

approaches.

Curiosity fuels creativity and 
helps you discover Copilot’s 

capabilities.
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7 Test and 
Refine:

Like any collaboration, iterate.
Adjust prompts based on 

results.

Test variations, observe 
outcomes, and fine-tune your 

approach.
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Things to know about Prompting

Being verbose is better but you don’t need to get the prompt right the first time.

Copilot is conversational and remembers context, so you can always build your 
prompts until you get what you want.

You can ask Copilot to combine all your prompts into a new prompt if you want to 
ask it the same things again at another time.

Ask Copilot for feedback – does it need any more info?

Experiment – you can’t break anything!
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The art and science of prompting

Prompts are how you ask 
Copilot to do something for you 
— like creating, summarizing, 
editing, or transforming. 

Think about prompting like 
having a conversation, using 
plain but clear language and 
providing context like you 
would with an assistant. 

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
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How can Copilot help 
you with your work?

Recap a meeting

Draft an email with notes and action 
items from meeting

Summarize an email thread

Click on the Summarize icon

Draft an email

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

Summarize a document 

Give me a bulleted list of key points 
from file

Tell me about a topic/project 

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

Give me some ideas for …

Suggest 10 compelling taglines 
based on file 

Help me write… 

Generate three ways to say [x] 

What did they say …

What did person say about topic
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How can we improve these prompts to 
make them more effective?
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The art and science of prompting

Goal

What 
response do 

you want 
from 

Copilot? 

Context

Why do 
you need it 
and who is 
involved?

Which 
information 
sources or 

samples 
should Copilot 

use?

Source

How should 
Copilot 
respond

to best meet 
your 

expectations?

Expectations

2. Include the right prompt ingredients

To get the best 
response, it’s 
important to 
focus on some of 
the key elements 
when phrasing 
your Copilot 
prompts.

Goal Context Source Expectations



Classified as Microsoft Confidential

The art and science of prompting

Goal

What response do you want from 

Copilot? 

Context

Why do you need it and who 

is involved?

Generate 3-5 bullet points

Which information sources or samples 

should Copilot use?

Source

How should Copilot respond

to best meet your expectations?

Expectations

To get the best 
response, it’s 
important to 
focus on some of 
the key elements 
when phrasing 
your Copilot 
prompts.

Generate 3-5 bullet points to prepare me for a 

meeting with Client X to discuss their “Phase 3+” 

brand campaign. 

Generate 3-5 bullet points to prepare me for a 

meeting with Client X to discuss their “Phase 3+” 

brand campaign. Focus on Email and Teams chats 

since June.

Generate 3-5 bullet points to prepare me for a 

meeting with Client X to discuss their “Phase 3+” 

brand campaign. Focus on Email and Teams chats 

since June. Please use simple language so I can get 

up to speed quickly.

2. Include the right prompt ingredients
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Example of GCSE framework

Try the following two prompts using Copilot in Word and compare the responses you get. 

Which prompt gave you a richer and more concise blog post draft?

•Prompt 1: Write a job description for a senior project manager

•Prompt 2: Generate a comprehensive job description for a senior project 
manager focused on technical project management for consumer 
electronic hardware. This role is urgent, and the candidate will join 
a dynamic team. Reference our company’s standard specs and industry 
norms. The description should be concise, max two pages, including 
responsibilities, qualifications.

Goal Context Source Expectations
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Where can you access Copilot?

28
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Copilot for Web and Copilot for Work – What’s the difference?

29

Copilot for Web
Accesses information in the Internet, using 
GPT4o and Bing

Copilot for Work
Accesses information that you have access to
in your Microsoft 365 account including:

Email
Teams Messages and Meetings
Files in OneDrive
Files in SharePoint
Files shared with you
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Prompt-along

30

https://m365.cloud.microsoft/chat

https://copilot.microsoft.com 

https://m365.cloud.microsoft/chat
https://copilot.microsoft.com/
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Learning

I am learning about history. Give me 5 multiple 
choice questions about Henry VIII. Give me one 
question at a time and don't give me the next 
question until I answer the previous one. Don't give 
me the answers until the end of the quiz. Score the 
quiz at the end.

31
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Funko figure of a male with a bald head and stubble 

beard, smiling, called DARRYL ROWE, wearing a white 

Microsoft logo t-shirt, a canary yellow vest, black 

ripped jeans and white adidas trainers with black 

stripes, and metal frame spectacles. The Funko is 

displayed inside and outside a limited edition blue and 

white Funko box with MICROSOFT text and logo, 

allowing visibility of the figure, typography, 3D render. 

White background

Image Generation
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Research

Looking for a new electric car with a budget of 
$60,000. Requirements: Range >300 miles, seating for 
5 people. Give a detailed comparison of specs, 
including cargo space. Put the results in a table.
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Planning

I am learning about history. Give me 5 multiple 
choice questions about Henry VIII. Give me one 
question at a time and don't give me the next 
question until I answer the previous one. Don't give 
me the answers until the end of the quiz. Score the 
quiz at the end.

34
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Fun

I am going on the TV show "Who Wants to Be a 

Millionaire." Give me a general knowledge practice 

quiz in the same for format as the show. Ask me one 

question at a time and only move onto the next 

question if I get the previous one correct.

I am going on the TV show "Who Wants to Be a 

Millionaire." Give me a practice quiz with all the questions 

being about GLP-1 medicines, in the same for format as 

the show. Ask me one question at a time and only move 

onto the next question if I get the previous one correct.
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Page Summarization

36
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Simplify Complex Information

37

History of nuclear fusion - Wikipedia

explain nuclear fusion to me as if I 
was an 8th grader

https://en.wikipedia.org/wiki/History_of_nuclear_fusion
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Demo
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