
Opening slide



Agenda

Welcome & Introductions

Copilot Foundations

Prompt Crafting

Why Copilot

Power of M365 Copilot

Productivity with M365 Copilot

Closing with Q & A



What do you know about 
Microsoft Copilot?

Talk at your tables!

Be ready to share out.



Copilot Foundations



Minecraft Video on AI



AI Vocabulary

Generative AI

• AI that can create new content, such as text, images, or music, based on the data it has been 

trained on.

LLM (Large Language Model)

• A type of AI model trained on vast quantities of text that represents a wide range of general 

subject matter, typically by sourcing data from the Internet and other generally available 

publications. 

GPT (Generative Pre-trained Transformer)

• A type of LLM developed by OpenAI that generates human-like text based on 

the input it receives.



AI Vocabulary

Prompt

• The input or question given to an AI model to generate a response. 

Grounding

• Connecting AI’s responses to real-world information and context to 

ensure accuracy and relevance. Provides the AI with a solid 

reference point by connecting it to real-world and organizational 

data (e.g., Word documents or Microsoft Bing).



Copilot – a new way to search

Copilot – a new way to search
Get answers, not links

We're used to searching the internet with keywords and getting pages of links. Now, we can chat 

in conversational language to get detailed, customized answers from the internet:

We can ask for:

We can get answers that connect the dots across data points. We can get new answers that haven’t been 

written before. This is why AI chat is often referred to as “generative AI”—it produces answers instead of links.

Chat is the new way to “internet.” Simply put, AI-powered chat gives you custom answers.

Summaries Analyses Tables Content Images



Efficiencies with Copilot 

Summarize a 

long PDF

Turn a 20-page, complex 

PDFs into 5 bullets using 
Copilot in Edge

Draft emails and 

content

Use Copilot as your 

assistant on call to draft 
emails, materials, and 

more

Generate 

images

Leave behind stock 

images and text-only 
reports in favor of 
custom-generated 

images 

Learn new 

skills

Ask questions tailored 

to your needs and 
interests to get 

consolidated key 

points from the internet 
for you

Get answers for 

specific and complex 
questions

Elegantly handle 

questions that require 
multiple data points or 

a degree of analysis

Copilot is the new way to search…and more



https://office.com/chat 

Use EDGE Browser if it’s installed



Step one: Sign in with your work/school account

1 Navigate to office.com/chat on your 

preferred browser on your device. Copilot is 

compatible with Microsoft Edge and Chrome 

on desktop PCs.

2 Ensure you’re signed in with your work 

account.

You will know you are successfully signed in 

with your work account when you see tag 

next to your credentials in the top right 

corner of your screen.

If you are not signed in with your work/school account, your data is not protected while using 

Copilot!

1

2

office.com/chat


Get to know Copilot 
Start at Office.com/chat

Here is a visual tour of Copilot:

Suggested prompts
If you’re not sure what to ask, 

try or modify a sample prompt!

Text box

Enter your question (your 

“prompt”) here.

Protected badge 
Ensure you’re signed in with your 

work account and confirm that 

you see . If the shield icon is 

missing, sign in with your work 

account.

Start a new chat button

Clear your past chat and start a 

new conversation.



Get to know Copilot 
Start at Office.com/chat

Here is a visual tour of Copilot:

Text box

Enter your question (your 

“prompt”) here.

Suggested prompts
If you’re not sure what to ask, 

try or modify a sample prompt!
Start a new chat button

Clear your past chat and start a 

new conversation.

Protected badge 
Ensure you’re signed in with your 

work account and confirm that 

you see . If the shield icon is 

missing, sign in with your work 

account.



What is a “prompt?“

A prompt is the question or instruction you enter 

in the text box. This is what Copilot will respond 

to.

Use natural language. Don’t feel like you need to 

break your idea or question down into keywords.

Classic search is about keywords to get a list of 

sources. Chat is about using detailed questions or 

statements to generate a custom response for 

you.

Enter your first prompt in the text box at the 

bottom of your screen.Get started by entering your question in the text box



How to chat in 3 steps

1. Enter your 

prompt

Enter your detailed prompt in 

the text box at the bottom. The 

box expands as you go, so you 

can write in sentences and 

paste in lots of content from a 

webpage, PDF, or document.

2. Check 

sources

Copilot is transparent about 

the sources of its information. 

See these sources listed 

underneath the answer.

Vet these sources and validate 

your answers.

3. Continue the 

conversation

You can ask follow-up 

questions as you would in a 

conversation. You can refine 

the answer too.

For example, try “Write a 

shorter answer" or "Give me 

more detail." You can also 

select suggested prompts.



Spark JOY with Copilot
Escape the Room

Here is the prompt:

Turn the linked informational website into an “escape the room” challenge where we 

compete to solve each puzzle or problem. The attached paper will provide ideas, and 
you will use your abilities to challenge me, but also assist me if I get stuck. Don't 

show the other rooms until I've escape them, so one at a time and keep it to just 
four total rooms. Describe any equipment or rooms with enough detail that I can 
interact with them given that I am not in the room physically. Ensure the problem 

requires deep thinking skills, not just pressing buttons. Keep responses simple and 
straightforward. Let’s see who escapes first! /https://learn.microsoft.com/en-

us/training/modules/empower-educators-explore-potential-artificial-
intelligence/introduction-ai 

https://aka.ms/EDU_Prompts

https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai
https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai
https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai


Prompt Engineering Crafting



Prompting



Microsoft 365 Copilot
Writing a good prompt        

Goal

What response do you 

want from Copilot?

“Generate 3-5 bullet 

points…”

+

Context

Why do you need it 

and who is involved

“…to prepare me to 

give a presentation on 
the importance of 

grant writing.

+

Source

Which information 

sources or samples 
should Copilot use?

“Focus on documents 

in my OneDrive.” 

+

Expectations

Who should Copilot 

respond to best meet 
your expectations

“Please use simple 

language so I can get 
up to speed quickly.”



Escape the Room

Escape the Room

Here is the prompt:

Turn the linked informational website into an “escape the room” 

challenge where we compete to solve each puzzle or problem. The 
attached paper will provide ideas, and you will use your abilities to 

challenge me, but also assist me if I get stuck. Don't show the 

other rooms until I've escape them, so one at a time. No more 

than four rooms. Describe any equipment or rooms with enough 

detail that I can interact with them given that I am not in the room 
physically. Ensure the problem requires deep thinking skills, not 

just pressing buttons. Keep responses simple and straightforward. 

Let’s see who escapes first! /https://learn.microsoft.com/en-

us/training/modules/empower-educators-explore-potential-

artificial-intelligence/introduction-ai 

Goal Context Source Expectations

https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai
https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai
https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai


Escape the Room

Escape the Room

Here is the prompt:

Turn the linked informational website into an “escape the room” 

challenge where we compete to solve each puzzle or problem. The 
attached paper will provide ideas, and you will use your abilities to 

challenge me, but also assist me if I get stuck. Don't show the 

other rooms until I've escape them, so one at a time. No more 

than four rooms. Describe any equipment or rooms with enough 

detail that I can interact with them given that I am not in the room 
physically. Ensure the problem requires deep thinking skills, not 

just pressing buttons. Keep responses simple and straightforward. 

Let’s see who escapes first! /https://learn.microsoft.com/en-

us/training/modules/empower-educators-explore-potential-

artificial-intelligence/introduction-ai 

Goal Context Source Expectations

https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai
https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai
https://learn.microsoft.com/en-us/training/modules/empower-educators-explore-potential-artificial-intelligence/introduction-ai


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. 

Tell Copilot what you need

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]." 



The art and science of prompting

To get the best 

response, it’s 

important to 

focus on some of 

the key elements 

when phrasing 

your Copilot 

prompts.

Include the right prompt ingredients

Generate 3-5 bullet points to prepare me to give a 

presentation on the importance of grant writing. Focus on 

documents in my OneDrive. Please use simple language so I 

can get up to speed quickly.

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



The art and science of prompting

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 

helps you 

collaborate with 

Copilot, to gain 

more useful, 

tailored responses.



The art and science of prompting

Start fresh when 

the topic changes

Close or finish a 

task before 

starting a new 

task. Use “new 

chat” when 

switching tasks.

Copilot doesn’t like

inappropriate or unethical 

content 
Don’t request inappropriate or unethical 

content You should respect laws, rules 

and the right of others

conflicting instructions
Don’t give conflicting instructions

including multiple conflicting pieces of 

information in the prompt can confuse 

the AI and result in lower quality 

responses

Don’t use negatives
Always prompt what you expect, avoid 

adding exclusions to the prompt

slang, jargon or informal 

language
Best not to use slang, jargon or informal 

language. Although Copilot might be able 

to understand your request, with formal 

language you are more likely achieving 

professional outcomes



Prompts
It’s powerful and protective

Prompt:

Research the latest trends in 

artificial intelligence.

Good

Prompt:

Research the latest trends in 

artificial intelligence. I am 

preparing a presentation for an 
upcoming conference on 

emerging technologies. I need 

to understand the current 

advancements and applications 

of artificial intelligence to 
provide a comprehensive 

overview.

Better

Prompt:
Research the latest trends in artificial 

intelligence. I am preparing a 

presentation for an upcoming 

conference on emerging 

technologies. I need to understand 

the current advancements and 

applications of artificial intelligence 

to provide a comprehensive 

overview. Please include information 

from reputable sources such as 

academic journals, industry reports, 

and recent news articles. Summarize 

the key points in a clear and concise 

manner, highlighting any significant 

breakthroughs or innovative 

applications. Provide references to 

the sources used.

Best

Goal Context Source Expectations



Spark JOY with Copilot
Super Hero Brand

Here is the prompt:

Look at the emails and documents that I have sent in the last two weeks. Use these 
messages to distill a personal brand voice document that I can use to inform copilot 
of my personal voice and style

Based on the above analysis, what superhero represents my style of work best? What 

would my superpowers be?

Can you format that as a dossier for superheroes - listing my real name, and most 

similar existing superhero, and include the rest of the information formatted and 
edited in dossier style has context menu



Find Open Grants

Here is the prompt:

Find grants that are currently open and accepting 

applications for research in cancer. The grants 

should be applicable to universities. Please 

provide the results in a table format with the 

following columns: Title of Grant, Summary of 

Grant, Application Deadline, and Link to 

Application.



Why Copilot?



Why Copilot?
It’s powerful and protective

Access to powerful 

AI models

Access to advanced AI 

models like GPT-4o and 

DALL-E 3

No additional cost with 

your school login

Transparent and 

current

Citations provided for 

each response

Responses sourced with 

up-to-date information

Enterprise data protection 

Organization data is 

protected

Included with school login

Your data is private

Your access controls and 

policies apply to Copilot

Chat data is not used to 

train the model



Spark JOY with Copilot
My superhero brand

Here is the prompt:

Look at the emails and documents that I have sent in the last two weeks. Use these 

messages to distill a personal brand voice document that I can use to inform copilot 
of my personal voice and style

Based on the above analysis, what superhero represents my style of work best? What 
would my superpowers be?

Can you format that as a dossier for superheroes - listing my real name, and most 

similar existing superhero, and include the rest of the information formatted and 
edited in dossier style has context menu



Power of M365 Copilot



Copilot Video 



Copilot for Microsoft 365 

Unlock productivity and unleash creativity 

Natural Language

Large Language 

Models

Microsoft Graph

- Your Data - 

Microsoft 365 

Apps

The

Internet



Copilot for Microsoft 365

Copilot

Embedded across Microsoft 365 apps



Microsoft Graph

Knowledge & Insights via Microsoft Search Embeddings for all Microsoft 365 entities



Productivity with M365 Copilot



Get to know Copilot in Outlook

Here is a visual tour of Copilot in Outlook Inbox:

Copilot Button
Use this to have 
Copilot to search 

through your inbox.



Get to know Copilot in Outlook

Here is a visual tour of Copilot in Outlook Email Draft:

Copilot Button
Use this to have Copilot 

to search through your 

inbox.

Copilot Button
To launch drafts or get coaching

Text field

Click on “Draft with 

Copilot” to get started



Get to know Copilot in Teams

Here is a visual tour of Copilot in Teams:

Chat
Open Teams Chat to see 

Copilot at the top of the list. 

Copilot Button
Select Copilot at the top of 

list inside Teams Chat

Text box

Enter your question 

(your “prompt”) here.



Get to know Copilot in OneNote

Here is a visual tour of Copilot in OneNote:

Copilot Button
Use this Copilot button 

to help with drafting and 

outlining. 

Copilot Button
This button opens the 

Copilot side bar to use 

inside of OneNote. 

Text box

Enter your question 

(your “prompt”) here.



Copilot in PowerPoint
Adoption Demos



Get to know Copilot in PowerPoint

Here is a visual tour of Copilot in PowerPoint:

Copilot Button
Use this to have Copilot 

create an outline and 

start creating a deck

Copilot Button
This button opens the 

Copilot side bar to use 

inside of PowerPoint. 

Include create images. 

Text box

Enter your question 

(your “prompt”) here.



Copilot in PowerPoint

Create a new presentation from a document in your corporate template

Open your company’s template or an existing deck and 

use Copilot to create new, branded PowerPoint 

presentations created from your work files.



PowerPoint Video



Copilot in PowerPoint

Create a new presentation from a prompt

Stumped on how to get started? Use Copilot to 

create a new presentation.



PowerPoint video with Copilot



Copilot in PowerPoint

Learn about a presentation that has been shared with you

Get a quick summary and ask questions with 

Copilot in PowerPoint, allowing you to see deeper, 

more meaningful summary and context.



PowerPoint Copilot Video



Copilot in Word
Adoption Demos



Get to know Copilot in Word

Here is a visual tour of Copilot in Word:

Copilot Button
to start drafting in Word

Copilot Button
This button opens the 

Copilot side bar to use 

inside of PowerPoint. 

Include create images. 

Text box

Enter your question 

(your “prompt”) here.



Copilot in Word

Draft and multi-turn

Copilot generates content for a new or 

existing Word document that can be 

grounded by reference documents.



Copilot in Word video



Copilot in Word

Rewrite content

Copilot rewrites content in many variations to suit 

preferred wording and tone in Word



Copilot in Word video



Copilot in Word

Visualize as a table

Copilot transforms text content into a table in Word



Copilot in Word Video



Copilot in Word

Summarize in Chat

Copilot can summarize Word documents into key points



Copilot in Word Video



Copilot in Word

Ask questions in Chat

Copilot can answer questions about the content 

of the Word document



Copilot in Word video



Copilot in Word

End-to-End Scenarios

Copilot can draft, rewrite, and visualize content for many 

different use cases



W O R D  C O P I L O T

Draft a job 
description

Use Copilot to draft & 

rewrite content in Word, 

selecting from different 

content options and different 

tones.



Copilot in Word video



W O R D  C O P I L O T

Create a 
blog post

Draft content and fine tune 

with multi-turn in Copilot. 

Use the insert functionality 

to visualize text as a table 



Copilot in Word Video



Copilot in PowerPoint
Adoption Demos



Copilot in Excel
Adoption Demos



Get to know Copilot in Excel

Here is a visual tour of Copilot in Excel:

Copilot Button
This button opens the 

Copilot side bar to use 

inside of PowerPoint. 

Include create images. 

Text box

Enter your question 

(your “prompt”) here.



Copilot in Excel

“How do I create 
a drop-down 

menu?”

“Suggest a 
column..”

“Compare 
Columns A and 
B and highlight 

in a new column 
C if the results 
are matching”

“Act like an 
Excel expert and 

help me use 
{feature} then 

show me how to 
apply”



Copilot in Excel

Get Started

Format your Excel data for Copilot by converting it 

to a table and AutoSave to OneDrive or SharePoint



Copilot in Excel video



Copilot in Excel

Generate Formulas

Ask for specific formulas or let Copilot provide formula 

column suggestions for complex calculations in Excel



Copilot in Excel video



Copilot in Excel

Format and Filter

Copilot highlights, filters, and sorts your Excel data



Copilot in Excel video



Copilot in Excel

Identify Insights

Ask Copilot questions about your Excel data to identify 

insights and populate charts and PivotTables



Copilot in Excel video



Next steps

Continue using Copilot

Practice prompting and share the results with your peers.

Resources

Educator Course: aka.ms/CopilotforEducators

Course: Enhance Teaching and Learning with Bing Chat

Course: Exploring Generative AI with Copilot in Bing

• Documentation: aka.ms/Copilot/Docs
• New Features: aka.ms/Copilot/FeaturesList

Video for educators: aka.ms/Copilot/EDUVideo

Website: aka.ms/Copilot/Website

Announcement blog: aka.ms/CopilotExpansionEDU

5 ways to use Copilot in Education: 5 ways to use Copilot in education 
#shorts

https://aka.ms/CopilotforEducators
https://learn.microsoft.com/en-us/training/modules/enhance-teaching-learning-bing-chat/
https://aka.ms/CopilotPrompting
https://aka.ms/Copilot/Docs
https://aka.ms/Copilot/FeaturesList
https://aka.ms/Copilot/EDUVideo
https://aka.ms/Copilot/Website
https://aka.ms/CopilotExpansionEDU
https://www.youtube.com/shorts/6YliqOC-sMI
https://www.youtube.com/shorts/6YliqOC-sMI




Demo
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