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Introduction

Copilot Pro is a Microsoft Copilot subscription for individuals who want to work with generative Al in Microsoft
365 applications and get access to premium experiences for creating content. Copilot Pro works alongside you as a
virtual assistant embedded in Excel, Outlook, Word, PowerPoint, and OneNote, helping you generate a first draft,
edit or rewrite for different purposes, summarize, understand, and analyze your content in spreadsheets, emails,
documents, presentations, and notes. It also helps you brainstorm and develop new ideas, generate images, kickstart

creative projects, and get answers to your questions across web, mobile, and Windows experiences.
Who this book is for

Copilot Pro Step by Step and other books in the Step by Step series are designed for beginning to intermediate
computer users. This book introduces you to the fundamentals of generative Al and Microsoft Copilot, providing
hands-on skills and techniques to enable you to use these tools effectively. The examples shown in the book cover
both home and business scenarios. Copilot Pro is for ideal for power users, small business owners, home office
workers, freelancers, creators, consultants, students, researchers, programmers, hobbyists, community leaders, or
anyone looking to enhance their productivity and creativity with generative Al. The skills you learn in this book are
also applicable to Copilot for Microsoft 365, although this book does not cover the additional apps and features that

are exclusive to the Copilot for Microsoft 365 license.

The Step by Step approach

This book is divided into three parts. Part 1 explores core concepts of Microsoft Copilot, generative Al, and
effective prompting techniques. Part 2 covers the Copilot Pro experiences for web and mobile. Part 3 demonstrates
how to use Copilot Pro inside the Microsoft 365 applications, with a chapter dedicated to each application: Excel,
Outlook, Word, PowerPoint, and OneNote. This structure allows readers who are new to generative Al to learn the
basic concepts and skills, while readers who are familiar with prompting and other generative Al experiences can

focus on material in the specific apps that are of most interest to them.

At the end of each chapter, you will find a series of practice tasks that you can complete on your own by using the
skills taught in the chapter. Generative Al is creative by nature, so even as you work through the tasks, you will

discover new possibilities depending on your context and prompts.

Features and conventions

This book has been designed to lead you step-by-step through all the tasks you’re likely to want to perform with
Copilot Pro. The topics are all self-contained, so you can start at the beginning and work your way through all the

chapters or reference them independently. The following features of this book will help you locate specific



information:

¢ Detailed table of contents Browse the listing of the topics, sections, and sidebars within each chapter.

e Chapter thumb tabs and running heads Identify the pages of each chapter by the thumb tabs on the book
pages’ open fore edge. Find a specific chapter by number or title by looking at the running heads at the top of
even-numbered (verso) pages.

¢ Topic-specific running heads Within a chapter, quickly locate the topic you want by looking at the running
heads at the top of odd-numbered (recto) pages.

¢ Practice tasks page tabs Easily locate the practice tasks at the end of each chapter by looking for the full-page
stripe on the book’s fore edge.

¢ Detailed index Look up coverage of specific tasks and features in the index at the back of the book.

You can save time when reading this book by understanding how the Step by Step series provides procedural
instructions and auxiliary information and identifies on-screen and physical elements that you interact with. The

following table lists content formatting conventions used in this book.

Convention Meaning

TIP This reader aid provides a helpful hint or shortcut to simplify a task.

IMPORTANT  This reader aid alerts you to a common problem or provides information necessary to

successfully complete a procedure.

SEE ALSO This reader aid directs you to more information about a topic in this book or elsewhere.

1. Numbered Numbered steps guide you through generic procedures in each topic and hands-on practice
steps tasks at the end of each chapter.

2.

3.

Bulleted lists indicate single-step procedures and sets of multiple alternative procedures.
e Bulleted

lists

Interface In procedures and practice tasks, semibold black text indicates on-screen elements that you

objects should select (click or tap).



User input Light semibold formatting identifies specific information that you should enter when

completing procedures or practice tasks.

Ctrl+P A plus sign between two keys indicates that you must select those keys at the same time. For

example, “press Ctrl+P” directs you to hold down the Ctrl key while you press the P key.

Emphasis and In expository text, italic formatting identifies web addresses and words or phrases we want
URLs to emphasize.
Download the practice files

Before you can complete the exercises in this book, you need to download the book’s practice files to your

computer. For access to these practice files, and other resources, visit MicrosoftPressStore.com/register, sign in or

create a new account, and register ISBN 9780135369425 by December 31, 2027.

Important

Copilot Pro is a paid subscription and is not available from this website. You will need to purchase a Copilot Pro

|license before using this book.

The following table lists the practice files for this book.

Chapter File
Chapter 3: Copilot on the Web Corporate Catering Practice Task.docx

Contoso Ltd Digital Transformation.pdf

Chapter 5: Copilot in Excel Packaging Inventory.xIsx
Chapter 9: Copilot in OneNote Catering Notes.onepkg

Important note about changes to Copilot

Generative Al tools, including Copilot Pro, are evolving at a rapid pace that is unlike anything we have experienced
before. As the technology evolves, Microsoft is constantly innovating to take advantage of the latest capabilities,
which means that Copilot user interfaces can look and function differently from one week to the next. As a result,

there may be some differences between the steps and screenshots in this book, and what’s currently deployed,


http://MicrosoftPressStore.com/register

although the core principles and concepts remain the same. Working with this cutting-edge technology is an exciting
journey, and I encourage you to embrace the growth mindset that will help you adopt these tools and the nature of

constant change that goes with that.

We will do our best to keep this content up to date in subsequent editions of the book. You can also find updates and
links to the latest resources on the Microsoft Copilot Pro homepage at copilot.cloud.microsoft/en-us/copilot-pro or

on Lisa’s YouTube channel at youtube.com/lisacrosbie.

Get support and give feedback

The following sections provide information about getting help with this book and contacting us to provide feedback

Or report errors.
Errata

We’ve made every effort to ensure the accuracy of this book and its companion content. Any errors that have been

reported since this book was published are listed at:

MicrosoftPressStore.com/CopilotSBS/errata

If you discover an error that is not already listed, please submit it to us at the same page.

For additional book support and information, please visit MicrosoftPressStore.com/Support.

Please note that product support for Microsoft software and hardware is not offered through the previous addresses.

For help with Microsoft software or hardware, visit support.microsoft.com.

Stay in touch

Let’s keep the conversation going! We’re on X/Twitter at: twitter.com/MicrosoftPress
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http://MicrosoftPressStore.com/Support
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Introduction to Copilot Pro

In this chapter

o Get started with Copilot Pro

e Access Copilot Pro on the web, on mobile devices, and in Windows

e Use Copilot Pro in Microsoft 365 applications

e Provide feedback to Microsoft

Practice files
No practice files are necessary to complete the practice tasks in this chapter.

Generative Al is a type of artificial intelligence that can create new content, such as text, images, or code, based on a
user providing a natural language request or instruction, known as a prompt. Generative Al is powered by large
language models (LLMs), which are trained on a vast amount of data from books, websites, and other sources. It

uses this knowledge to provide you with a human-like response based on the request or instruction in your prompt.

Microsoft Copilot brings generative Al into your everyday computing and mobile experiences, at home or at work.
Copilot is like your assistant, helping you to be more creative or productive wherever you are working. You can use
Copilot to generate new ideas, help you generate or rewrite your draft, help you create to-do lists and plans, analyze
your data, summarize long blocks of text or email threads, extract action items from meeting notes, answer questions

about your content, search for information on the web, and generate images.

Copilot Pro is a premium Microsoft Copilot subscription for individuals who want to work with generative Al in
Microsoft 365 applications and get access to premium experiences for creating content. In this chapter, you will
learn all about what Copilot Pro is and what it can do, compare it with other Microsoft Copilot subscriptions, learn
how to get started, and learn how to access Copilot Pro on the web, on mobile devices, and in Microsoft 365
applications. You will also understand the core principles of data privacy and responsible Al that apply when using

Copilot Pro.
Get started with Copilot Pro

Copilot Pro is a premium Microsoft Copilot subscription for individuals, ideal for power users, small business
owners, home office workers, freelancers, creators, consultants, students, researchers, programmers, hobbyists,

community leaders, or anyone who wants to boost their productivity and creativity using generative Al.

Copilot Pro offers faster and higher-quality performance when using Microsoft Copilot on web and mobile



platforms. It also enables the use of Copilot features in Excel, Outlook, Word, PowerPoint, and OneNote.

Copilot Pro can help you:

e Draft new content for documents, emails, presentations, and notes.

o Get started with a creative writing project.

e Generate, brainstorm, and work through new ideas.

e Compare, understand, and analyze spreadsheet data.

e Rewrite your text in different ways and suggest ways to edit your work.

e Edit and organize notes and presentations and add images to your work.

e Summarize documents, extract key points and dates, and create to-do lists.

e Answer questions about your content or about related ideas.
Compare Copilot Pro with other Microsoft Copilot versions

Microsoft Copilot is available in different versions that you can choose from depending on the features you want to

use. In this section, you will learn the differences between Copilot Pro and the other available Copilot versions.
Copilot (Free)

The free version of Microsoft Copilot enables you to use generative AI on Windows, on the web, and on mobile
devices. You can chat using text, voice, and images, and work with the context of webpage content or PDFs open in

the browser.

You can create images from text descriptions using Designer, which is part of the free version of Copilot. Copilot
includes “boosts” that provide faster image creation and editing, and the ability to resize images. With the free

version of Copilot, you get 15 boosts per day.

You can sign in to the free version of Copilot to access these features with either your Microsoft account or your

work account.

e When you sign in to the free version of Copilot using your Microsoft account, you will experience interactions
designed for personal use. You will see a carousel of prompt suggestions, a prompt area, and your recent chat

history.



When you sign in to Copilot with your Microsoft account, you see a carousel of suggested prompts, a prompt area, and your chat history.

e If you sign in to the free version of Copilot with your work account using your organization’s Entra ID, you will
also have commercial data protection, which means Microsoft doesn’t retain your prompts or responses, it

doesn’t see your chat data, and it doesn’t use any of your chats to train the underlying AT models.



When you sign in to Copilot with your work account using your organization’s Entra ID, you have commercial data protection.

When you sign in to Copilot using your work account, you get commercial data protection, indicated by a green security icon.

The free version of Copilot does not include the Copilot features in any Microsoft 365 apps. If you want to use
Copilot with Microsoft 365 applications such as Excel, Word, PowerPoint, Outlook, and OneNote, you will need a

paid Copilot Pro or Microsoft 365 Copilot license.

Copilot Pro

Copilot Pro is a premium subscription for individuals, for personal or professional use. You must use your Microsoft
account (not your work account) to purchase a Copilot Pro license, and you do not need a Microsoft 365
subscription. However, if you add Copilot Pro to your Microsoft 365 Personal or Family subscription, you will

unlock some additional features.



See Also

The next section in this chapter shows you step by step how to sign up for a Copilot Pro trial or license.

When you sign in to Copilot on the web with Copilot Pro, you will notice that the heading shows “Copilot Pro”
rather than just “Copilot.”

When you sign in to Copilot using your Microsoft account with Copilot Pro, you will see that the heading has changed to Copilot Pro. You will have access
to premium features that you don’t get with the free version.

When signed in with your Copilot Pro subscription, you get premium features using Copilot on the web and mobile
devices, as well as access to Copilot features in some of the Microsoft 365 applications—Excel, Outlook, Word,

PowerPoint, and OneNote—as follows:

e Priority access to GPT-4 Turbo: With a Copilot Pro subscription, when you use Copilot on the web or mobile
devices, you get the option to switch to the best available large language model (known as GPT-4 Turbo), which
provides faster and higher quality responses than the GPT-4 large language model. You will also get priority

access to this GPT-4 Turbo model at peak usage times.




Copilot Pro gives you priority access to the GPT-4 Turbo model. You can use this toggle to switch it on or off.

Important

The GPT-4 Turbo toggle switch only appears when you have the Creative conversation style selected. It does not
add value in the Balanced or Precise style.

¢ Additional boosts for image generation: Copilot Pro gives you 100 boosts per day for image generation (rather
than the 15 you get with the free version). Image generation can often take multiple prompts and refinements, so

if you want to generate images regularly, additional boosts will make this process faster and better.

Copilot Pro gives you 100 boosts per day for faster and more flexible image generation. The coin icon at the bottom right of the image generation results
shows you how many boosts you have left.

e Copilot features in Microsoft 365 apps: With your Copilot Pro subscription, you can also use Copilot in Excel,
Outlook, Word, and PowerPoint on the web. If you also have a Microsoft 365 Personal or Family subscription in

addition to Copilot Pro, you can use Copilot in the desktop versions of these apps, and you can use Copilot in
OneNote.

Microsoft 365 Copilot

Microsoft 365 Copilot is a premium subscription for organizations. You must have a Microsoft 365 business or




enterprise subscription and purchase the add-on Copilot for Microsoft 365 license.

Microsoft 365 Copilot provides additional capabilities over Copilot Pro because it works across all your data at work
—emails, meetings, chats, documents, and more. This adds some capabilities to Copilot on the web and mobile
devices, allowing you to chat with your work data. It enables you to create content in Copilot in Word and
PowerPoint using existing documents and unlocks Copilot features in a wider suite of Microsoft 365 applications,

including Microsoft Teams, Loop, Whiteboard, Planner, and Stream.

When you use Copilot on the web with a Copilot for Microsoft 365 license, you can toggle between Work and Web content.

Important

All the skills you learn in this book about Copilot Pro can also be applied to Copilot for Microsoft 365. However,
this book does not cover the additional apps and features that are available only with the Copilot for Microsoft 365

license.

Sign up for a Copilot Pro license

Copilot Pro is a paid subscription that is billed by the month. You can get started by signing up for a free trial.

To sign up for a Copilot Pro license

1. Navigate to the Copilot Pro home page: https://www.microsoft.com/en-us/store/b/copilotpro.

Important

If you are outside the US, you will get a pop-up message asking whether you want to be redirected to the
Microsoft store in your country. Choose your home country so that you can enter your payment details in later

steps.



https://www.microsoft.com/en-us/store/b/copilotpro

You can sign up for a free trial of Copilot Pro from the home page.

2. Scroll down to see the pricing, and then select the Start your free trial button.

Scroll down to view the pricing in your local currency, and then select the button to start your free trial.

3. You will be taken to the checkout page, where you can review and confirm the price and details of your Copilot

Pro subscription.



Read and understand the details of the Copilot Pro license, and then select Next to enter payment details.

4. Select the Next button, choose a payment method, and enter payment details.

Enter your payment details to continue.



5. Once your payment method has been accepted, you will see a Start trial, pay later button appear on the Confirm

subscription screen. Select this button.

Select the Start trial, pay later button to confirm your trial subscription.

6. Wait for the confirmation message to appear, and then select the Get started button.

Your subscription is now confirmed. Select Get started to start using Copilot Pro.

7. You will be redirected to Copilot on the web (https://copilot.microsoft.com), where you can start chatting with

Copilot to generate text, code, or images, get answers to your questions, and more.

8. Add this page to your favorites in your browser.


https://copilot.microsoft.com

You will be redirected to the main Copilot Pro page on the web where you can start chatting with Copilot to generate content, ask questions, and more.

9. You will receive an email confirming your subscription details, with a link to the Microsoft account Services &

subscriptions page where you can manage your subscription (https://account.microsoft.com/services/copilot).

Access Copilot Pro on the web, on mobile devices, and in Windows

You can use Copilot across a range of web and mobile devices and in Windows. In this section you will learn about

the options available and how to access Copilot Pro through each of these experiences.
Access Copilot Pro on the web

Copilot on the web is the main access point you can use for chatting with Copilot to ask it to generate text, images,

or code, or ask it to help you brainstorm an idea or search for an answer to something.
To access Copilot on the web

1. Open the Edge browser and navigate to https://copilot.microsoft.com.

2. If you are not already signed in, select the Sign in button at the top right of the screen, and sign in with the

personal Microsoft account you used to sign up for Copilot Pro.


https://account.microsoft.com/services/copilot
https://copilot.microsoft.com

3. You will now have the full features of Copilot Pro available using Copilot on the web.

When you have signed in with the Microsoft account you used to sign up for Copilot Pro, you will see your name and icon in the top right corner, and the
main heading will show “Copilot Pro.”

See Also

'You will learn how to write effective prompts for Copilot in Chapter 2, “Writing effective prompts for Copilot.”

Chapter 3, “Copilot on the web,” covers all the features of using Copilot on the web.

Tip

You will have a more fully featured experience with Copilot Pro using the Microsoft Edge browser.

Access Copilot Pro in Edge

You can also access Copilot in the Microsoft Edge sidebar, which provides some additional features that are not

available with other browsers. Copilot in Edge allows you to ask questions based on the content of the open




webpage or a PDF document open in Edge. It also has a feature that allows you to quickly compose paragraphs,

emails, ideas, or blog posts in different lengths and tones.

To access Copilot in Edge

1. Select the Copilot icon on the upper right side of the Edge browser to open Copilot in the sidebar.

Select the Copilot icon on the side of Edge to open Copilot in the sidebar.

2. Select Sign in if you are prompted to do so.

Select Sign in to get the full Copilot Pro experience in the Edge sidebar.

3. You can now use the suggested prompts to summarize or ask questions about the open page or use the main

prompt area in the sidebar experience to ask questions with reference to relevant sources.



When you have signed in, Copilot will greet you by name. You will also notice that the heading shows you are using the Copilot Pro experience with this
license.

See Also

'You will learn more about how to use Copilot in Edge in Chapter 3 of this book.

Access Copilot Pro in Bing

Copilot in Bing provides you with an experience that combines search and generative Al so that with one prompt
you get the webpage results you would normally expect from a search engine, as well as an Al-generated response

to your search prompt.
To access Copilot on Bing

1. Navigate to bing.com in your browser and enter your search prompt.


http://bing.com

Enter your search prompt into Bing to get web search results and an Al-generated answer.

2. Your search results return webpages and an Al-generated Copilot response side-by-side.



Bing returns search results from the web together with a Copilot generated response.

3. You can switch between the Bing search results and the main Copilot page using the options directly under the

search area.

You can switch between Search and Copilot experiences in Bing using the options under the search box.

Access Copilot Pro on mobile devices

You can access Copilot Pro on your mobile device and use many of the same features as Copilot Pro on the web to

search; generate text, code, or images; and get answers to your questions on the go.

In addition to these features, you can also use the camera and microphone on your mobile device to interact with
Copilot. This is useful for dictating prompts and using images from your device or taking photos with your device

camera to use in your searches and prompts.



You can also access Copilot Pro on your mobile device to get answers to questions, create text and images, and more.

To access Copilot Pro on your iOS or Android device, install and use any of the following apps:



e Microsoft Copilot mobile app. This is a dedicated Copilot experience on mobile devices, and the one
recommended by Microsoft.

¢ Bing mobile app.

e Edge mobile app.

e Microsoft 365 mobile app.

Tip

You can also access Copilot Pro using the browser on your mobile device.

See Also

'You will learn how to use all the features of Copilot Pro using the Microsoft Copilot mobile app in Chapter 4.

Access Copilot Pro in Windows

To access Copilot on Windows devices

1. Select the Copilot icon in your windows taskbar, or open the Copilot app from the Start menu, if the icon is not on

your taskbar. If your device has a Copilot key, you can press that to launch Copilot in Windows.

Tip
If you don’t find the Copilot icon on your taskbar or via the Start menu, you can download it from the Microsoft

store.

Select the Copilot icon at the right end of the taskbar to launch Copilot on Windows.

2. The Copilot Windows app will open, enabling you to chat, search, and generate content without needing to open a

web browser.

Tip
You can move this app around, resize it, use Alt + Tab to switch to another app, and work with it in the same way

as you would with any other Windows app.




The Copilot Windows app launches on your screen.

The Copilot Windows app includes an additional feature that allows you to take a screenshot to include in your

Copilot prompt.
To use a screenshot in you Copilot prompt

1. Open the Copilot Windows app using the icon in your taskbar or via the Start menu.

2. Select the snip icon at the bottom right of the Copilot prompt area.

Select the snip icon in the Copilot prompt area to add a screenshot.

3. Select the area of your screen that you want to snip to use in your prompt.



Select the section of the screen you want to snip as a screenshot.

4. Confirm your selection by selecting the blue check mark.

Select the blue check mark to confirm your selection.

5. That screenshot will automatically be added to the Copilot prompt area in the Copilot Windows app. Continue to

type your prompt.



The screenshot is added to your prompt.
Use Copilot Pro in Microsoft 365 applications
With your Copilot Pro subscription, you can access Copilot in Excel, Outlook, Word, and PowerPoint on the web.

When working with these apps, make sure you are signed in with the Microsoft account you used to sign up for

Copilot Pro. You will find Copilot immediately available in these applications on the web.

See Also

Refer to the individual chapters for each Microsoft 365 app later in this book for instructions on how to get started

'with Copilot in each app.

You can launch Copilot in the web apps by selecting the icon at the right end of the Home ribbon.

If you have a Microsoft 365 Personal or Family subscription as well as a Copilot Pro subscription, you can also

access Copilot in the desktop versions of Excel, Outlook, Word, and PowerPoint, and use Copilot for OneNote.

Important

'You must be signed into the web or desktop apps using your Microsoft account. You cannot access Copilot Pro

features using your work account.

To sign in and use Copilot Pro with the desktop apps




1. Open Microsoft Word and start a new blank document. Make sure you are signed in with the Microsoft account

you used to sign up for Copilot Pro.

You must be logged in with the Microsoft account you used to sign up for Copilot Pro.

2. You usually must update your license the first time to see Copilot in the desktop apps. If you don’t see the Copilot
icon at the right end of the ribbon in the Home menu, follow the steps below.

3. Select the File menu, and then select Account near the bottom left of the screen.

Select File and then select Account to activate your Copilot Pro license in the desktop apps

4. In the Product Information section, select the Update License button.

Select the Update License button in the Product Information section of the Account settings.



5. When prompted, sign in with your Microsoft account.
6. You will see a confirmation message asking you to close and restart all your Microsoft apps.

7. Once you have done that, when you reopen Word (or any of the other desktop apps), you will now find the

Copilot icon available on the ribbon.

The Copilot icon is now available on the Home ribbon of the desktop app.

The following sections provide an overview of the features of Copilot Pro in Excel, Outlook, Word, PowerPoint, and
OneNote. Each application has a dedicated chapter later in the book, taking you through many different scenarios

and use cases, and providing step-by-step instructions on how to use all the features.

Copilot in Excel
With your Copilot Pro license, you can use Copilot in Excel to:

e Generate formula columns by describing a calculation you want to perform with your data. Copilot will suggest
the formula, explain the formula, and add it in a new column in your spreadsheet.

¢ Highlight data and exceptions in your data by describing what you want to identify. Copilot will apply conditional

formatting to your spreadsheet.
e Sort and filter your data by describing how you want the data sorted.
e Understand the data in your spreadsheet to gain insights. Copilot can analyze your data and identify outliers. It

can also help you visualize your data by creating charts and PivotTables.



You can use Copilot in Excel to add formula columns and edit, highlight, sort, and analyze data.

Copilot in Outlook
With your Copilot Pro license, you can use Copilot in Outlook to:

e Write a draft of an email for you, based on your prompt. You can describe the content of what should be in the

email, as well as the length and tone.

e Help you with coaching to improve the emails you write before you send them. Copilot can offer suggestions

about tone, clarity, and sentiment.

e Summarize the key points in an email thread.

Important

|Copilot Pro features in Outlook apply only to accounts with @outlook.com, @hotmail.com, @live.com, or

@msn.com email addresses.




You can use Copilot in Outlook to draft emails and get coaching help to improve your emails.
Copilot in Word

With your Copilot Pro license, you can use Copilot in Word to:

o Draft content for your document based on your description or from content already in your document. Copilot can

generate any type of content, including helping you get started with creative writing projects or more formal

business documents.

e Rewrite the content in your document so that it is a different length or tone or is suitable for a different audience

or purpose.

e Transform content in your document into a table and use generative Al to fill in additional related information in

the table.

e Summarize your document and answer questions about the content in the document or related topics.

You can use Copilot in Word to draft new content for your document.

Copilot in PowerPoint



With your Copilot Pro license, you can use Copilot in PowerPoint to:

e Create a presentation on any topic based on your description.
e Add additional slides, content, and images to your presentation.
e Organize your presentation into sections and add agenda and conclusion slides.

e Summarize the content in your presentation and answer questions about the presentation content and related

topics.

You can use Copilot in PowerPoint to create presentations, add slides, and ask questions about your presentation.

Copilot in OneNote
With your Copilot Pro license, you can use Copilot in OneNote to:

e Draft new content for your notes in a variety of formats. Copilot can draft single paragraphs or whole pages of
notes, as well as meeting agendas, tips, and lists of pros and cons.

e Rewrite notes in a different length or tone or for a different purpose.

e Create to-do lists and plans based on general prompts or the content in your notebook.

e Summarize your notes, answer questions, and find information across multiple pages in your notebook.

Important

|Copilot in OneNote is available only in OneNote for Microsoft 365 on Windows. You will need a Microsoft 365

Personal or Family subscription as well as your Copilot Pro license to use Copilot in OneNote.




You can use Copilot in OneNote to create, understand, and edit notes, and ask questions about the content in your notebook.
Moving and resizing the Copilot pane in the desktop apps

When you open Copilot from the ribbon in Excel, Word, PowerPoint, and OneNote, the Copilot pane is docked to

the right side of the screen. You can use the Task Pane Options to move or resize the Copilot pane as you work.

To move the Copilot pane:

1. Select the Task Pane Options dropdown menu.

Select the Task Pane Options dropdown menu.

2. Select Move.

Select Move from the Task Pane Options dropdown menu.

3. Position your cursor near the top of the Copilot pane. When your cursor changes into the move cursor, drag and

move the Copilot pane to where you want it on the screen.



Move the Copilot pane around the screen to reposition it where you want.

Tip

You can dock the Copilot pane on the left side of the app if you prefer.

You can move the Copilot pane to the left side of the screen.

In PowerPoint and OneNote, where Copilot often generates a lot of content in the chat, it can be much easier to read

the response by making the Copilot pane wider.



To resize the Copilot pane:

1. Select the Task Pane Options dropdown menu.

2. Select Resize.

3. Position your cursor at the edge of the Copilot pane, and when it changes to the resize cursor, drag the edge of the
pane horizontally until you get the width you want to work with.

4. You can change the width at any time.

Make the Copilot pane wider to make it easier to read longer responses.
Resizing the Copilot pane in the web apps

You can’t move the Copilot pane or set a specific width in the web apps, but you can use the icon at the top right of

the pane to toggle between expanding or collapsing the chat, making it wider or narrower.

Select the icon at the top right of the Copilot pane in the Microsoft 365 web apps to expand or collapse the chat.



Provide feedback to Microsoft

In the Copilot experiences in the Microsoft 365 apps, you can provide user feedback to Microsoft on the Copilot
experience and results. This is helpful in providing Microsoft with feedback that can help improve Copilot and

prioritize feature requests.

Whenever Copilot gives you a response, you have the option to select either a thumbs up or thumbs down icon to

provide feedback.

Select the thumbs up or thumbs down icon on the Copilot response to provide feedback to Microsoft.

After you have selected one of these icons, you will be prompted with a feedback pane that asks for more
information. You should provide as much detail as you can about what you liked about the response and why, or

what didn’t work or what went wrong.

When you provide feedback, Microsoft will collect the prompt that you entered and the response that Copilot
generated. You have the option to share additional data that might help Microsoft better understand the response.
This can include the history of your chat with Copilot, the content from your files, or personal data. You can select

the preview in the feedback pane or follow the link to understand what is being shared before you select Submit.

You can provide details to Microsoft about your feedback and select which data to share.
Skills review

In this chapter, you learned how to:



e Understand the difference between Copilot Pro and the other Microsoft Copilot options.

o Get started with Copilot Pro by signing up for a free trial and signing in to Copilot on the web.

e Access Copilot across different web, mobile, and Windows experiences.

e Access Copilot Pro in selected Microsoft 365 applications (Excel, Outlook, Word, PowerPoint, and OneNote).

¢ Provide feedback to Microsoft about your experience with Copilot.

Practice tasks

No practice files are necessary to complete the practice tasks in this chapter.

Get started with Copilot Pro

Open the Edge browser and then complete the following tasks:

—_

. Navigate to the Copilot Pro home page: https://www.microsoft.com/en-us/store/b/copilotpro.

2. Scroll down to see the pricing, and then select the Start your free trial button.

3. You will be taken to the checkout page, where you can review and confirm the price and all the details of your
Copilot Pro subscription.

4. Select the Next button, choose a payment method, and enter payment details.

5. Once your payment method has been accepted, you will see a Start trial, pay later button appear on the Confirm
subscription screen. Select this button.

6. Wait for the confirmation message to appear and then select the Get started button.

7. You will be redirected to Copilot on the web (https://copilot.microsoft.com); where you can start chatting with

Copilot to generate text, code, and images; get answers to your questions; and more.

8. Add this page to your favorites in your browser.

Access Copilot Pro on the web, on mobile devices, and in Windows
Open a new tab in Edge and then complete the following tasks:

1. Navigate to the Bing home page at https://www.bing.com.

2. Enter the following into the search area: what is Seattle known for.

3. Scroll down below the first search results to see the Copilot-generated part of the response. You will see citations,


https://www.microsoft.com/en-us/store/b/copilotpro
https://copilot.microsoft.com
https://www.bing.com

suggested prompts, and a prompt area where you can continue the conversation.
4. Select one of the suggested prompts (for example, “What are the best neighborhoods?” or “What are some local
dishes?”). You may see different suggested prompts because Copilot generates different responses each time.

5. You will be switched to the Copilot experience in your browser, with a response to the prompt you selected.

Use Copilot Pro in Microsoft 365 applications

Open a new tab in Edge and then complete the following tasks:

1. Open PowerPoint in Edge by navigating to https:/www.microsoft365.com/launch/PowerPoint.

2. Select Blank presentation to start a new blank presentation.

3. Select the Copilot button on the right end of the Home toolbar to open the Copilot pane on the right side of the
screen.

4. Select the suggested prompt, Create a presentation about....

5. In the prompt area, complete that prompt by describing what you want the presentation to be about—for example,
“Create a presentation about Seattle.”

6. Select the arrow to submit your prompt and wait for Copilot to generate the presentation.

Provide feedback to Microsoft

Continue working in PowerPoint where you finished the last task and then complete the following tasks:

1. Select either the Like or Dislike icon to provide Microsoft with feedback on the presentation just generated by
Copilot.

2. Provide some detail about what you liked or disliked in the pop-up window and select the Submit button.


https://www.microsoft365.com/launch/PowerPoint
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Writing effective prompts for Copilot

In this chapter

e Understand prompts and responses

e Discover and use suggested prompts with Copilot Lab

e Use the elements of effective prompts

e Write prompts to generate images

e Use more advanced prompting techniques

Practice files
No practice files are necessary to complete the practice tasks in this chapter.

The most important skill to master when working with Copilot is writing effective prompts. Any instruction or
request that you give to Copilot is a prompt. Prompts can be simple instructions with a single response, or they can
include context, source content, examples, and details of the desired output format. Prompting can also be more than
just a single request and response. Understanding how to refine and iterate your prompts will enable you to have a
conversation with Copilot that will give you much better results. In this chapter, you will learn how to write prompts
to help you work effectively with Copilot with both text and images, using the main elements of prompting. You
will understand different prompting techniques and the scenarios in which you can use them. You will also learn

how to use Copilot Lab to find suggested prompts to help you get started.

Understand prompts and responses

Prompts and responses are the fundamental components of the interactions you will have with Copilot.
How generative Al works

When you chat with Copilot or ask Copilot to do something for you, it uses a large language model (LLM) to
process your prompt and provide a natural language response. A large language model is a type of Al designed to
process and generate text. It has been trained on huge datasets to understand how language patterns work and is able
to process your request and generate a response by predicting what comes next using these language patterns.
Copilot uses the LLM to write text, provide responses, and carry on a conversation in the context of what you’ve
requested. Copilot doesn’t actually understand what you are asking, or what it is saying in response, and it doesn’t
have any thoughts, opinions, or feelings. It is simply using the patterns it has learned from the training data to

predict the most likely words or sentences to generate a response.



Generative Al is creative by design, making different predictions each time you provide a prompt. This means it
won’t always generate the same answers, even when you use the same prompt. The more specific you are with your
prompt, the more likely you are to get a similar, or even the same response each time. If you ask Copilot to generate
content on a narrow or specialized topic, such as “Explain how to fold a paper crane,” you will get almost the same
content each time. If you ask Copilot for a well-established fact that doesn’t change, such as “What is the capital of
France?” you will also get a consistent answer. If you work with more general or creative prompting, such as “Write

an outline for a detective story,” the generated responses will be very different each time.

Generative Al has a “temperature” control that determines the scale of how predictable or creative the response will
be. Lower temperatures mean the response will closely follow predictable, learned patterns, whereas higher
temperatures encourage more creativity and innovation in the response. When you use Copilot on the web and
mobile experiences, you can choose whether you want Copilot to respond in a way that is more precise, more
balanced, or more creative. Using the more precise option will give you more factual and consistent responses,
whereas the more creative option can be more likely to fabricate information, known as hallucinations. The more
creative option, however, will give you better results when you want to use language in a creative way, such as

writing a poem or thinking about a question or problem in different ways.

See Also

'You will learn how to use these options with Copilot on the web in Chapter 3, “Copilot on the web.”

Generative Al is by nature creative, even at a low temperature or using the more precise option. It is therefore
important to expect that as you use Copilot to generate drafts or rewrite content, that can yield a different response
even if you use the same prompt. If you get an answer you like, make sure to accept or save it, or copy and paste it
into a document or notes for future use. This creative aspect also means that if you don’t like the response to your
prompt, one thing you can try is submitting the same prompt again to regenerate a different version of the response.
In most cases, however, learning how to write better prompts and refine your instructions through a conversation

with Copilot will be the way to get the best results.

This chapter teaches you the skills you need to write effective prompts in a range of different scenarios with Copilot.

The best use cases for Copilot

One of the biggest challenges with adopting Copilot is learning to think differently and understanding how and
where generative Al can provide value to enhance your creativity and productivity. When you first start using
Copilot, you are likely to get some disappointing or unexpected results. It is important not to give up. Think about
Copilot as your virtual assistant and consider when and how to use Copilot in the same way you would if you were

delegating a task to a junior assistant.



The easiest way to get started is to think about how Copilot can free up your time. Think about tasks that take up a
lot of your time, or tasks that are tedious, which don’t need the full power of your knowledge or creativity to

complete. For instance, you could ask Copilot to help you put together a meeting agenda based on your notes.

Copilot can also help you rewrite or repurpose your work, where you have already done the thinking or creative
work. This can include turning a document into a presentation, rewriting it for a different audience, or writing an

executive summar y.

You can go beyond productivity tasks with Copilot, using it to help you solve problems or brainstorm new ideas.
You can also reverse the pattern of the conversation, asking Copilot to ask you the questions to help you think

differently, or to challenge your assumptions on a topic.

Prompting in the web experience vs. app experience

With Copilot Pro, you can chat with Copilot on the web and in mobile apps, as well as in Microsoft 365

applications. These experiences provide you with different ways to work with Copilot.

When working with Copilot in the web or mobile experiences, you can have a more free-form conversation. This is
a great place to start with idea generation, problem solving, or brainstorming. This is also the best place to work if
you want to have a conversation with Copilot in which you go back and forth and refine your ideas and requests, or
to use more advanced prompting techniques covered later in this chapter, such as the persona pattern. Copilot on the

web or mobile is also the best place to generate images.

See Also

'You will learn more about how to use Copilot on the web in Chapter 3.

Think about Copilot in the Microsoft 365 applications as a series of “specialist” assistants that are designed to help
you with the kinds of work you do in each application. For instance, Copilot in Word is very good at helping you
draft and rewrite documents, whereas Copilot in OneNote is great at identifying action points and creating to-do lists

and summaries from your unstructured notes.

When you work with Copilot in the Microsoft 365 applications, the prompts you write will mostly fall into one of

these task areas:

e Create prompts ask Copilot to create a first draft of something for you, like a document, paragraph, meeting
agenda, presentation, column, or email.
e Edit prompts ask Copilot to rewrite your content in different ways, changing the length, tone, or purpose,

including giving you variations to choose from. Edit prompts can also help with organizing your presentations



and applying conditional formatting to your spreadsheets.
e Ask prompts help you find specific information, coach you to create better content, or answer questions about
your content or related topics.

e Understand prompts help you summarize your content, find insights, and extract to-do lists or key points.

See Also

'You will learn how to use each of these types of task prompts in Excel, Outlook, Word, PowerPoint, and OneNote

|in Chapters 5-9 of this book.

You can get the most out of Copilot Pro by using the web and application experiences together. For instance, you
can start by brainstorming and working through a new idea in Copilot on the web, and then use the output of that as
a prompt to draft a new document in Word. You can even ask Copilot on the web to help you write or improve your

prompts.

Discover and use suggested prompts with Copilot Lab

The best way to get started with learning how to write effective prompts for Copilot is to use Copilot Lab. Copilot
Lab provides suggested prompts for all the Copilot experiences, arranged in categories, making it easy to browse
through the options to discover new ideas and save prompts to use later. Copilot Lab is available on the web, where
you will find prompts for all the apps in a single place. You can also get to Copilot Lab from the menu in each of the
Microsoft 365 applications, which is the best way to discover suggested prompts in the context of the app you are

using.
Copilot Lab on the web

The full Copilot Lab experience on the web provides you with suggested prompts to use, as well as other advice,

tips, and learning resources for prompting with Copilot. This is a great resource to explore further.

To use Copilot Lab on the web

1. Navigate to the Copilot Lab home page: https://copilot.cloud.microsoft/en-US/prompts.
2. Select the Sign in icon at the top right of the window, and sign in using the Microsoft account you used to sign up

for Copilot Pro.


https://copilot.cloud.microsoft/en-US/prompts

Sign in to Copilot Lab using your Microsoft account.

3. Scroll down to the suggested prompts.

4. Select View all prompts.

Scroll down to the list of suggested prompts and select View all prompts.

You can browse prompts by app, task, job type, or a combination of these by using the dropdown menus near the top

of the page.

Start by selecting the App menu to view the options. You will see the apps for which Copilot is available with your

Copilot Pro License: Outlook, Word, Excel, PowerPoint, and OneNote.



Use the dropdown menu to browse prompts by app.

Select the app or apps you want to explore.

Check the box for the app for which you want to explore Copilot prompts.

When you find a prompt that looks interesting, select it to open it and view more information. You will find
information about how to make changes to make it work for your context, as well as other suggested prompts that

are similar to the one you’ve chosen.



The suggested prompt also includes suggestions for how to make the prompt your own and other similar prompts you can explore.

To save a prompt to use later

1. Select the ribbon icon on your open prompt.
2. Wait for the Prompt saved message to appear.

3. Close the selected prompt.

Select the ribbon icon to save the prompt.

You will see a message confirming that your prompt has been saved.



You will see that your prompt now has the ribbon icon highlighted in the main dashboard.

You can see which prompts you’ve saved by the ribbon icon status on the card.

Tip

You can also select the ribbon icon in the main dashboard of prompts without needing to open it.

Tip

To remove a prompt from your Saved prompts list, select the ribbon icon again to deselect it.

You can also browse Copilot Lab to find prompts that fit into each of the five main task categories you learned about

earlier: Create, Edit, Ask, Catch up, and Understand.

To browse prompts by tasks and job type

1. Clear your selection from the App menu from the previous steps.



Clear your selection in the App menu to view prompts for all apps.

2. Open the Task menu and select Edit.

Expand the Task menu and select Edit.

3. You will see the list of Edit prompts. Save some of them as favorites.

Save some of the suggested prompts by selecting the ribbon icon on each card.

4. Repeat the previous steps to browse prompts by job type.

Expand the Job type menu and select the Marketing option.

5. Browse and save some more prompts from this selection.



Tip
You can use these menus together to narrow your selection by multiple factors—for instance, all Marketing ideas

in PowerPoint. You can also choose more than one option from each list.

Browse the suggested prompts for marketing and select the ribbon icons to save some of them.

To view your saved prompts in Copilot Lab, select the Saved prompts button at the top left of the dashboard.



Select the Saved prompts button to view all your saved prompts.

Tip

You can use the dropdown menus on your saved prompts to filter by app, task, or job type.

Scroll down below the main suggested prompts area in Copilot Lab to find some quick tips for better prompts.



You will find more tips for prompting further down the Copilot Lab page.
Copilot Lab from the app experiences

You can also access Copilot Lab in each of the Microsoft 365 app experiences, to quickly get suggested prompts for
that app. Any prompts you have saved in the main Copilot Lab experience will also show up as saved prompts in

these apps, making them quick and easy for you to find and use.
To use Copilot Lab inside the Microsoft 365 apps

. Open the Copilot pane from the right end of the Home ribbon in the app.
. Select the book icon in the prompt area at the bottom of the Copilot pane.

. Select View more prompts.

AW N

. This will launch Copilot Lab as a window.

Tip
The images here show the experience in PowerPoint, but you will find that the experience of navigating to

Copilot Lab is the same in each app.

Open the Copilot pane in PowerPoint by selecting the icon at the right end of the Home ribbon.

Select the book icon in the prompt area and then select View more prompts to open Copilot Lab.

To use a prompt from Copilot Lab

1. Select the Saved prompts button to view your saved prompts or use the Task or Job type menus as shown in the



previous section to browse prompts for the app you are using.
2. Select the prompt you want to use.
3. This will close the Copilot Lab window.

4. Your prompt will appear in the prompt area.

Select the prompt you want to use.

Any part of the prompt that was in square brackets will be removed. You should complete the prompt with your own

instruction.

Complete the prompt with your own request.

In this example, this prompt in PowerPoint creates a presentation with images, content, and speaker notes.

See Also

'You will find detailed step-by-step instructions for using Copilot Lab in OneNote in Chapter 9, “Copilot in
OneNote.”




Copilot generates a presentation based on your prompt.
Use the elements of effective prompts

A prompt can be a very simple instruction, such as “Write a blog post about the benefits of remote work,” or it can
be a much longer prompt including specific detail about the context and desired output, along with examples of what
you want to include or create. Sometimes a simple instruction will be enough to generate what you need, but other

times you will find that providing Copilot with more detail and more information will give you a better result.

In this section, you will learn the four main elements you can use to write effective prompts and how each element

affects the response you get from Copilot.
The elements of effective prompting for Copilot are:

e Goal
e Context
e Source

e Expectations



You will learn how to use these elements through a series of examples using different Copilot Pro experiences. This
section shows prompts and responses in Copilot on the web and Copilot in Word, to help you understand the

different prompting scenarios and examples in context.

See Also

This chapter focuses only on prompting skills and techniques. You will find detailed step-by-step instructions on

fhow to use Copilot on the web in Chapter 3, and Copilot in Word in Chapter 7.

Goal

When you first write a prompt, you are likely to provide Copilot with a simple statement or instruction telling it
what you want to do. Usually, this simple instruction is a goal. For example, “Write a blog post about the benefits of

remote work.”

You can provide a simple prompt with a goal.

This type of prompt will produce a very general response. This can work well if you don’t have something specific
in mind or if you are using Copilot to help you brainstorm ideas or understand more about a topic to help you get
started, but you are not likely to get what you want from Copilot with a simple general prompt like this. The results

will usually feel very generic and not likely aligned with what you had in mind.

Return to the idea that prompting Copilot is like delegating a task to an assistant. If you gave this instruction to an
assistant exactly as it is typed here, what might you expect? Most likely you’d get a very general blog post on the
topic, covering the most widely acknowledged benefits. If you were in a workplace where the assistant also had

additional context, they might apply that; but in this case, Copilot doesn’t have anything else to work with. It only

has this very general instruction with no context.

The result is a well-structured, easy-to-read, but very generic blog post.



Copilot responds by writing a blog post on the topic as requested.

If your request is very specific, you may get a satisfactory result from a simple prompt like this, whereas if it is a
request that can be broadly interpreted in different ways, the result will be less predictable. Compare the following

two examples:
Example 1: A simple prompt with a broad goal.

The prompt “Create a workout plan” is very broad. Imagine approaching your assistant and asking them to do this.
There is no information here about who the plan is for or what you want to achieve. You would be unlikely to get a

great result from asking them to do this with no context or expertise.

A simple prompt with a broad goal and no detail.

As expected, Copilot returns a very general response to the prompt. It starts by saying “it depends” and then

proceeds to offer some general advice and links to resources. This is not likely to be particularly useful.



Copilot responds with a general workout plan.
Example 2: A simple prompt with a specific goal

In this example, the prompt is also very simple, “Create a recipe for vegan gingerbread,” but the request is very
specific. Gingerbread is made up of largely the same ingredients, and there are a limited number of ways to make it

vegan.

A simple prompt with a specific goal.

In this case, the Copilot response is specific and well aligned to the instruction. This is likely to be a satisfactory

output without needing any additional context or information in the prompt.

Tip

This prompt also describes the expected output using the word “recipe,” which has a much more specific and
standard format than a “blog post.” You will learn more about including expectations in your prompts later in this

section.




Copilot provides a recipe in response to the prompt.
Context

One of the most impactful things you can do to improve the responses you get from Copilot is to add context to your
prompt. This helps Copilot understand the “why” behind your instruction and any other detail about what else you
had in mind when you came up with the task. Think about how you would delegate this task to an assistant. You
would likely start by positioning the request with information about why you wanted it done and what it will be used

for.

You can add context to your prompt by describing the purpose, the intended audience, or how it will be used.
Providing context completely changes the result you will get from Copilot from something generic to something that

more specifically aligns with your goal.

Compare the following prompt with the simple instruction used in the previous step, where you asked Copilot to
write a blog post about the benefits of remote work. This prompt now describes the intended audience (“small
business owners™) and goes a step further to provide even more specific detail about the mindset of the audience
(“who are considering allowing their employees to work remotely™). It also describes the “why” behind the goal —

“to highlight the advantages and persuade them to adopt remote work policies.”

A prompt that includes both a goal and context.



This prompt gives Copilot a lot more to work with, and the result is very different from what you get with a general
prompt without all this context. Context matters because it helps Copilot give much more tailored results. The
resulting blog post is now written specifically for this audience and purpose. The heading, subheading, content, tone,

and explanation of the benefits are different, and the result is much more tailored and less generic.

Copilot responds with a blog post that is aligned to the context in the prompt.

You can provide a lot of detail in your context or use a simple statement. In the example where we asked Copilot to
create a workout plan, adding the context about who the plan is for makes a huge difference to the relevance and

usefulness of the response.

A prompt that provides a goal and the context.

Now that Copilot knows the workout plan is for a beginner looking to improve their fitness, the result is much more
specific, and likely something that you could put into action, rather than the generic advice it provided from the

broad prompt.



Copilot responds with a tailored workout plan based on the context.

Compare the following result when you give Copilot the same basic instruction with a completely different context.

A prompt that provides a goal and a different context.

As you would expect, the response is different and aligned to the context provided.

Copilot responds with a tailored workout plan based on the context.

Source



You can refine your prompt and the output by providing Copilot with source material to work with. Source material
can include additional information or examples in the prompt; content already in your documents, notes, or

presentations; or content from the web.

Let’s return to the blog post about remote work and develop the prompt further to include examples. Imagine again
that you are briefing your assistant on the blog post you want. You have provided the goal and the context of the
intended audience, but you also have in mind some specific facts or examples that you want to make sure are
included. When you delegate that task, you provide that information at the same time. The prompt now includes

details of two example scenarios that illustrate the benefits of remote work for small businesses.

A prompt that includes a goal, context, and examples

The response from Copilot includes the requested examples in the text.

Copilot responds with a blog post that includes the requested examples from the prompt.



Copilot uses a large language model to generate the response, as described earlier in this chapter, which means it
doesn’t understand what it is generating. Copilot is using the large language model and the training data to create
content by predicting likely words and sentences. That means sometimes the response includes content that looks
true but isn’t. This is known as “hallucination.” In this response, the cited Stanford University study sounds
plausible, but it doesn’t actually exist. Copilot is a very effective assistant, but like working with any assistant, you
should always check the work it does before relying on it. The more you use web plug-ins or other content in your

prompt, the less likely you will find hallucinations in the response.

Important

Always make sure to fact check the output from Copilot. Generative Al can sometimes “hallucinate,” generating

content that reads as if it is true when it may not be.

Copilot Pro allows you to use the content of your documents as a source to create new content in some of the

Microsoft 365 app experiences.

When you use Copilot in Word, PowerPoint, and OneNote, you can use a simple prompt to summarize the content.
In the prompt “Summarize this doc” in Copilot in Word, the phrase “this doc” instructs Copilot that the document is

the source you want it to use.

The prompt “Summarize this doc” refers to the document as the source.

Copilot works with the source provided and responds with a summary of the content in your document.



Copilot summarizes the document.

You can also write prompts to ask Copilot to rewrite or draft new content using the content in your document or

notes as a source by using a phrase such as “based on this doc” in your prompt.

You can ask Copilot to generate new content based on the content in your document.

Copilot generates a social media post suitable for LinkedIn, using the content of your document as the source.

Copilot responds with a LinkedIn style post on the topic of remote work.

You can use a Word document as a source to create a presentation using Copilot for PowerPoint by including a link

to the document in the prompt.



Add a link to a Word document to a prompt in Copilot in PowerPoint to generate a presentation based on that document.

Copilot creates a presentation outline based on the source document and uses the content in the document to create

the presentation content, speaker notes, and images.

Copilot creates the presentation from your document, outlining the main sections, creating content, speaker notes, and images.



Copilot creates a presentation using your document as the source.

See Also

'You will learn how to create a presentation from a document step by step in Chapter 8, “Copilot in PowerPoint.”

. _____________________________________________________________________________________|
Important

|Copilot Pro has limited capabilities to use full documents as the source for prompts in the Microsoft 365
applications. To unlock the full capabilities of using your files as source content, you need a Microsoft 365 Copilot

|license.

You can also add source content to your prompt by copying and pasting it from the source directly into the prompt
area. In this example, you have a vegan gingerbread recipe as your source, and you want to rewrite it to make it easy

for children to understand.



Ask Copilot to rewrite the recipe so that it is suitable for an 8-year-old.

Copilot responds with a new version of the recipe written in a different style.

Copilot rewrites the recipe using language and concepts suitable for an 8-year-old.

See Also

'You will learn how to use web content as a source in Chapter 3.

Expectations

Expectations define the length, tone, or format of the output you have in mind. You can ask Copilot to write to a

specified word count or to respond in a different format, such as bullet points. You can describe the intended

audience or type of language used.

Just like delegating a task to an assistant, you will find that you get better results if you explain the output style and

format you have in mind. Compare the following prompts:




e Summarize this doc
e Summarize this doc in three bullet points

e Write an executive summary for this doc

Each of these prompts asks Copilot to summarize the content of the document, but the intended output is different
each time.

e When you ask Copilot to summarize this doc with no other explanation of the desired output, you will get a
comprehensive summary, which may be written in bullet points or paragraphs, as you saw in the previous section.

o Adding the expectation that you want the output written “in three bullet points” will provide you with a much

more concise summary, written in a bullet point format.

Providing expectations in your prompt will change the output of the response.
e You can express the desired output as a style, such as asking for an “executive summary.” In this case, Copilot

will summarize the key points of the document focusing on the main conclusions and recommendations for a
business decision-maker.

Copilot can generate an executive summary of your document.



You can describe in detail your expectations from the output, including structure, content, and tone. Here is an
example of a prompt that now includes the desired length (1000 words) and specific subheadings (Increased
Productivity, Cost Savings, Employee Satisfaction) and asks for a concluding paragraph. It also specifies the tone

that should be used (professional yet friendly).

Write a 1,000-word blog post about the benefits of remote work. This post is intended for small business owners who
are considering allowing their employees to work remotely. The goal is to highlight the advantages and persuade
them to adopt remote work policies. Include examples such as a tech startup that saw a 20% increase in productivity
dfter transitioning to remote work, or a marketing agency that reduced overhead costs significantly by closing its
physical office and moving to a fully remote setup. The post should have at least three subheadings (e.g., Increased
Productivity, Cost Savings, and Employee Satisfaction) and a concluding paragraph that summarizes the key points.

Maintain a professional yet friendly tone throughout.

A prompt that uses a goal, context, examples, and a description of the expected output.

The response follows the expected output requested in the prompt.



Copilot responds with a blog post that takes in the instructions from the prompt.

Compare the output with a prompt on the same topic that sets a very different expectation.

A prompt requesting a different style of output on the benefits of remote work.

From this prompt, Copilot produces a very different response.



Copilot responds with a series of quick points using emojis for emphasis.

Tip

The results from your prompt will be different using Copilot on the web than from Copilot in Microsoft 365
applications. In the applications, Copilot expects to work in a certain style—for instance, in Word, it expects to draft
a document. For more free-form types of content like this, you are likely to get a better result using Copilot on the

web.

Iterate and refine

In this section, you have learned the main components that make up a prompt—goals, context, source, and
expectation—and how to use them to get better results. However, it is unlikely that you will ever get a perfect result
the first time from a single prompt. It is important to understand that generative Al will not always correctly

understand your intent the first time.

Think again about delegating a task to an assistant. You may need to go back and provide additional information,
context, source material, or expectations to get the results you were hoping for. More likely, you would engage in a
conversation either at the start or throughout the process with the assistant to clarify, refine, and provide additional

detail.

When working with Copilot, think about the interaction as a conversation, as you might have with an assistant,
rather than only as a single prompt and response. Developing your skills in this area and learning how to iterate and

refine your prompts to get better responses is the most important factor in your success using Copilot.

Returning to the example of using Copilot to create a workout plan, when we first asked Copilot to “create a



workout plan for a beginner who is looking to improve their fitness and has not had a regular exercise or workout

routine before,” we got a response that suggested a simple six-week workout plan.

However, it was a general response with very little detail. Perhaps you had in mind that you wanted a four-week
program to start with, or you need to provide more details about the exercises to help beginners get started. You can

refine the results by responding with another prompt.

Provide Copilot with feedback and ask for changes with another prompt.

Tip

Being polite to Copilot and providing feedback on what you liked or didn’t like in the response can also help you get

better results.

Copilot takes your feedback and refines the initial response to provide the changes and additional details you

requested.

Copilot adjusts the response based on the changes you requested in your prompt.



You can continue the conversation in this style until you get the result you want, iterating to ask for more changes or

for additional information to be added.

Provide Copilot with feedback and ask it to make changes and additions with another prompt.

Copilot responds based on your prompt. The response now includes nutrition tips for beginners.

Tip

Don’t forget to use the elements of prompting you learned earlier as you iterate and refine. You can continue to

provide additional context, examples, sources, and descriptions of your expected output.

Additional tips to improve prompting

Goals, context, source, and expectations are the core elements of writing effective prompts. You can improve your

prompting even further with the additional tips covered in this section.

Be specific

In the previous section, you learned how to make your prompt more specific by adding context, examples, and
expectations about the output. Providing detailed and clear instructions helps guide Copilot to give you a better
result. This is true even for a simple prompt. Compare the following two examples. Even without adding context or

examples, you will get better results by being more specific about what you want Copilot to do.

e Tell me about cats

e Describe the different breeds of domestic cats and their unique characteristics

Tell Copilot when you are starting a new conversation



Copilot expects you to have an ongoing conversation where you iterate and refine your prompts, so when you are
ready to start a new topic or conversation, you should tell Copilot. That effectively resets the conversation and

avoids confusion.

In the Copilot experiences on web, mobile, and Windows, there is a button you can select next to the prompt area

that restarts the conversation.

Select the icon next to the prompt area in Copilot on the web to start a new topic.

When you select the icon, it will expand to show the words “New topic,” and Copilot will be ready to start a new conversation.

In the Copilot experiences in the Microsoft 365 applications, look for the option to click a button to change topic,

just above the prompt area.

Select the “Change topic” option above the prompt area to start a new topic with Copilot in the Microsoft 365 apps.

Use quotation marks

You can use quotation marks in your prompt to provide greater clarity and precision. For example, if you ask
Copilot to describe “machine learning,” providing quotation marks around the term will focus the output precisely

on defining this term.



Using quotation marks helps Copilot focus on a specific part of your prompt.

The same prompt without quotation marks will vary in the focus of the response, giving you a more general answer.

Without quotation marks, Copilot will provide a less focused answer to the same prompt.

Quotation marks can also help when you want Copilot to use an exact phrase or quote rather than paraphrasing it.
They can also help to provide clarity on where the quote is in your prompt, rather than the words running together in

an ambiguous way.

Use quotation marks in your prompt to ask it to use a specific quote.

Quotation marks are also useful when you want to refer to a title in your prompt:



Use quotation marks to indicate a title of a book, movie, or other proper title.

Use tags or labels

You can help make your prompt clearer by using tags to identify different parts of your prompt or describe the
desired output. In this example, the prompt asking Copilot to write about the benefits of remote work also includes

tags describing the structure and what to include in each section.

Use tags in your prompt to guide Copilot on the content and structure of the response you’re looking for.

The response follows the requested structure and description of the content.

Copilot responds with a blog post in the structure requested.

Write prompts to generate images



Copilot can also generate images for you, using the DALL-E 3 model, which is a type of Al model that specializes

in creating unique, high-quality, detailed images based on the text description you put in your prompt.

Effective prompting for image generation in Copilot requires some different knowledge and skills than prompting to
generate text content. When you are writing prompts to generate images, you should think about fine details, as well
as the mood or aesthetic of the image you want to create, and understand the different kinds of art, digital,

photography, and other mediums you can use to describe images.

As you learned with prompting for text, using a very broad general prompt to generate an image is unlikely to give
you a satisfactory result and can generate vastly different results each time. In this example, the very simple prompt
“create an image of a tree” creates two very different styles each time the prompt is used and adds a lot of additional

detail that may not be what you had in mind.

A very broad general prompt is unlikely to give you a good response when generating an image.

Copilot generates an image of a tree with squirrels, flowers, and butterflies.



Using the same broad general prompt a second time generates a very different looking set of images.

Write a caption to generate an image

One way to write an effective prompt to generate an image is to picture the image in your mind and then write a
caption for it. Imagine describing the image to someone else to help them picture the same thing. In this example,
the prompt is still relatively simple, but the output is a good match to the description in the prompt, featuring the key

elements that were requested.

Using a prompt that describes the image in the style of a caption helps Copilot generate something more like what you have in mind.

The generated images are well aligned with the description in the prompt.



Describe the background of your image

When you write your prompt, think about what you want in the background of your image and describe that as well
as the main part of the image you want to generate. If you don’t specify the details of the background, the AT will fill
in something for you or even leave it blank. In this example, asking for a 3D cartoon-style image, the background is

blank in most options.

If you don’t describe the background of the image in your prompt, Copilot will generate the background or leave it blank.

With this prompt, the background is blank in most of the generated images.

Compare this to the following version of the prompt that includes a description of both the cartoon-style bird and the

details of the desired background.

You can write a prompt to describe the background you want as well as the main image.

Copilot adds some background options as described.



Copilot generates the image with the background as requested in the prompt.
Refining and iterating your prompt

As you learned earlier in this chapter, think about prompting Copilot as a conversation in which you can continue to
refine and iterate your prompts to get what you requested. This is a particularly important skill when you are
prompting for image generation, where communicating in words an image you have in your mind can take multiple

attempts or iterations, especially when you are starting out.

In this example, the previous prompt asking Copilot to generate an image of an oak tree is refined to describe that

the background should be a clear blue sky.

Rewrite the prompt asking for an image of an oak tree, this time describing the background.

This changes the image results and opens up the image to bring the tree into the foreground and adds sky to the

background.



Copilot generates images with sky in the background, but it is not clear sky as requested in the prompt.

However, the results here don’t match what was requested, which was a “clear blue sky.” Copilot has not understood
that the phrase was intended to mean that there should be no clouds. You can continue the conversation with Copilot

to ask it to try again, providing more details or different wording.

Tip

Remember to be polite and reinforce the things you like to help get better results as you refine your prompt.

Give Copilot feedback and use different language to request what you want changed.

The refined results are much better and represent what was requested.



Copilot generates a new set of images that are a better match to the request.
Use adjectives to describe the emotion or aesthetic

When you are writing prompts to generate images, using adjectives to describe the mood, tone, emotion, or aesthetic
of the image can help generate the kind of image you have in mind. In the following examples, both prompts ask for
an image of a coffee cup, but the description of the aesthetic, even without any specific detail about the scene,

produces vastly different results.

In this first example, the aesthetic is described as warm, comfortable, and minimalistic.

Describing the aesthetic of the image, even without any other detail, can be an effective way to write a prompt.

Copilot generates images based on the aesthetic described.



The same basic prompt with a different aesthetic description (colorful and happy) creates a completely different set

of images.

Using the same prompt with a different aesthetic will create an entirely different image.

Copilot produces images that fit the colorful and happy aesthetic requested in the prompt.
Describe specific artistic or photographic styles

One of the best ways to get an image in the style you have in mind is to describe a specific artistic, digital, or
photographic style. Copilot can create images in all sorts of styles and mediums. Think about styles of drawings or
paintings, such as “impressionist” or “watercolor.” You can ask for realistic photographs and describe photographic
techniques or styles or ask for cartoon-style images as shown in the previous example. You can also ask for images

in the style of different mediums, such as clay or embroidery.

See Also

'Your ability to use these kinds of prompts effectively to generate images will depend on the kinds of styles you can
|think of and describe. Later in this section, you will learn how to use Copilot to help you better describe image

styles.

Let’s return to the example of asking Copilot to generate an image of an oak tree, this time using different artistic

styles. The first prompt asks for a black and white charcoal etching.



Describe a specific artistic style as part of your prompt when generating images.

Copilot generates images in the style described.

Compare the results using the same basic request with a different art style—this time, a “retro pop-art style.”

You can use the same prompt with a different artistic style to create different images.

Copilot generates the images again using the new style.



See Also

'When you generate images using Copilot, you will get a series of artistic style suggestions you can use to change

your image into different styles. You will learn about this in Chapter 3.

Tip

You can ask for very specific artistic styles, naming a particular artist, painting, or era.

Ask Copilot to help you with image prompting

One of the most effective ways to learn how to write great prompts for images is to ask Copilot to help you write the

prompt. This is particularly useful if you don’t know how to describe a particular style in detail.
To ask Copilot to help you write a prompt to generate an image

1. Write a prompt asking Copilot how to write a good prompt for the outcome you are trying to achieve, describing

the subject and the style.

Ask Copilot to help you write effective prompts to describe the image style you want.

2. Copilot responds with a suggested prompt you can use. It may also explain the thought process behind how it

constructed the prompt, helping you with other ideas you can use.

Copilot suggests a prompt you can use to describe the image style you want to create.

3. Copy the text of the suggested prompt.
4. Select the New topic button to start a new conversation before generating the image.

5. Paste that prompt into the prompt area.



Copilot generates an image as described, with refined details you may not have known how to request.

Copilot generates a set of images based on the prompt.
You can also ask Copilot to help refine your prompt to get more subtle and detailed changes to the results.

In this example, you started by asking for an image in the style of an autochrome photograph.

Describe a photographic style for Copilot to create an image.

Copilot generates a series of images using the style described in the prompt.

Let’s say you want to make some changes to this, but you don’t have the knowledge or terminology to describe the



way you want to refine or change it to be truer to the style.

You can ask Copilot for help in how to refine your prompt.

Ask Copilot to help you refine and describe a photographic style in detail.

Using this prompt changes the image in subtle ways as described. In particular, notice the change to the lighting in

these images compared with the first set of images.

Copilot generates another four images, making the changes requested in the prompt.
Use more advanced prompting techniques

In addition to the main elements of effective prompting you learned earlier in this chapter, you can use these

additional prompting techniques to get more out of your Copilot Pro experience.
Personas

Asking Copilot to take on the role of a persona is a very effective way to use generative Al to take on the point of



view and expertise of another person. While this doesn’t substitute for actual expertise, it can help you empathize
with or anticipate another person’s point of view or learn about a problem or topic from a different perspective. You

can use the persona pattern of prompting in two ways.
Act as a persona

You can use this type of prompt by starting with the phrase “act as” or “you are a” and then filling in a description

of a person or organization before outlining the task.

This type of prompting can help you write in a different style or take a different perspective you don’t have, as

shown in this example that provides a different angle on the conversation about remote work.

Ask Copilot to act as a stand-up comedian persona.

Copilot responds to the topic with a series of jokes.

Copilot responds with a series of jokes.

You can also use this prompting pattern to generate answers using expertise you don’t have, such as in this example,
where you are a manager recruiting for a new role, but you don’t have much experience as an interviewer. You can

ask Copilot to take on the persona of an experienced recruiter to help you with the task.



Ask Copilot to take on the role of an experienced recruiter to help you come up with suggested interview questions.

Copilot responds with a list of suggested interview questions.

The persona pattern can also be helpful in your creative work or to learn about topics in different ways. In this

example, we ask Copilot to act as a time-traveling historian, to learn more about life in Ancient Rome.

You can use the persona pattern to get creative and different perspectives on a topic.

The response is presented in an interesting storytelling format as requested.



Copilot responds from the perspective of the fictional time traveler.

You can continue the conversation using iterative prompting as you learned earlier in this chapter, such as asking for

more information about any of the scenes and experiences in the response.

Tip

You can also use persona prompting to name specific people, such as your favorite author or entrepreneur, to discuss

a problem or explain something to you.

Write for a persona

The persona prompting pattern is also useful to create content for a particular audience. In this case, you describe the
persona you are writing for, rather than the persona creating the content. This is a useful way to use the “rewrite”
capabilities of Copilot in Word. In this example, you ask Copilot to write a message about remote work for the

employees of the business, using the original blog post as the source.



You can use the persona pattern to ask Copilot to write content for a different audience.

Copilot responds with a message written with the employees in mind.

Copilot responds by providing text with the employees in mind first.

See Also

'You will learn how to use the rewrite capability of Copilot in Word in Chapter 7, “Copilot in Word.”



Ask for multiple options

If you are using Copilot to help you generate new ideas, you can ask it to provide multiple options or suggestions.
This is an example of another way to use the element of expectations in your prompt. In this example, you ask

Copilot to suggest more engaging titles for the blog post on remote work, using that as the source.

Ask Copilot to generate multiple options or suggestions.

Copilot responds with a list of suggestions to choose from. This can be more effective than just getting a single
response and iterating, although you can still refine your prompt at this point if the suggestions don’t match what

you had in mind.

Ask Copilot to provide you with more than one option to use in your content.
Providing examples

Another way to prompt Copilot with expectations is to provide examples of the output you are seeking. This type of

prompting is called “in-context learning.” You are effectively training the model in the context of the conversation.

In this example, you are asking Copilot to create a job description for a marketing manager. You have a particular



kind of output in mind, so you provide an example from another job description you already have.

Tip

Notice the use of quotation marks here to separate the example from the rest of the prompt.

Provide Copilot with examples to show how you want the response to be presented.

Copilot responds by following the example provided, generating the job description with a title, list of

responsibilities, and list of requirements.

Copilot generates a job description following the example format.

Compare this with the response you get from the more general prompt, “write a job description for a marketing

manager,” where there is no example output format specified.



Without an example, Copilot gives general suggestions about the role of a marketing manager.

Brainstorming and problem solving

You can also change the question-and-answer pattern so that Copilot asks you questions. This is useful if you want
Copilot to help you with brainstorming or thinking through or solving a problem. This is known as the “flipped

interaction pattern.”

Rather than asking Copilot to come up with a workout schedule, you can ask it to ask you questions about your

needs first.

Ask Copilot to ask you a series of questions rather than providing an answer.

Copilot responds with a question instead of an answer and then works through a series of questions with you before

generating a final response.



Copilot responds by asking you a question.
Skills review
In this chapter, you learned how to:

e Understand how generative Al works with prompts and responses.

e Discover and use suggested prompts with Copilot Lab for different apps, tasks, and job roles.

o Write effective prompts for Copilot using the main elements of a prompt: goal, context, source, and expectations.
e Write prompts to generate images and use Copilot to help you describe different image styles.

e Use more advanced prompting techniques including the persona pattern, asking for multiple options, using

examples, and brainstorming.

Practice tasks

No practice files are necessary to complete the practice tasks in this chapter.

Understand prompts and responses

In your browser, navigate to https://copilot.microsoft.com, and then perform the following tasks:

. Select the Sign in button at the top right of the screen.
. Sign in with the Microsoft account you used to sign up for Copilot Pro.
. In the prompt area, enter the following prompt: Mary had a

. Select the arrow icon to submit the prompt.
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. Notice that Copilot completes the first line of the nursery rhyme, “Mary had a little lamb,” based on predicting

what is most likely to come next from the prompt you entered.


https://copilot.microsoft.com

Discover and use suggested prompts with Copilot Lab

Open your browser, navigate to Copilot Lab, and then perform the following tasks:

. Navigate to the Copilot Lab home page: https://copilot.cloud.microsoft/en-US/prompts.

2. Select the Sign in icon at the top right of the screen, and sign in using the Microsoft account you used to sign up
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for Copilot Pro.

. Scroll down to the suggested prompts.

. Select View all prompts.

. Select the App menu, and then select PowerPoint.
. Select the Job menu, and then select Create.

. Scroll through the suggested prompts on the screen, select the suggested prompt to Develop training materials,

and open it.

. Read the details of the prompt, and then select the ribbon icon to save it. Close the card window.

. Browse through the other suggested prompts and select the ribbon icon for any other prompts you think would be

useful.

. Select the Saved prompts button to view your saved prompts.
. Select the ribbon icon to deselect any prompts you don’t want to keep after this practice task.

. Select the Saved prompts button again to return to the full list of prompts.

Use the elements of effective prompts

In your browser, navigate to https://copilot.microsoft.com, and then perform the following tasks:

. In the prompt area, enter the following prompt: Help me plan for a holiday to Slovenia

. Refine this prompt by adding context. In the prompt area, type I will be traveling with my partner and two

children aged 8 and 10. We are looking for a mixture of fun activities, beaches, and places to relax.

. Refine the prompt again by adding expectations about the output. In the prompt area, type This sounds great.

Please suggest an itinerary to visit these places for a two-week trip.

. Select any of the suggested prompts to continue the conversation.

Write prompts to generate images

Remain in the browser with https://copilot.microsoft.com open, and then perform the following tasks:

1.
2.
3.
4.

Select the New topic button to start a new conversation.
Enter the following prompt: Create an image of sunset over the beach in a bold impressionist style.
After Copilot has generated the images, add a new prompt: Change it to a realistic polaroid photo style.

Select the New topic button.


https://copilot.cloud.microsoft/en-US/prompts
https://copilot.microsoft.com
https://copilot.microsoft.com

5. In the prompt area, ask Copilot for help with your next prompt by typing: How can I write a prompt to generate
an image of the New York skyline as a pop-up book.

6. Copy the suggested prompt Copilot provides in the response.

7. Select the New topic button.

8. Paste in the suggested response from Copilot or use this one: Design a vibrant pop-up book scene featuring the
iconic New York City skyline. Capture the towering skyscrapers, the Statue of Liberty, and the Brooklyn
Bridge. Imagine the cityscape coming to life as the pages unfold, revealing intricate paper structures and

colorful details.

Use more advanced prompting techniques
Remain in the browser with https://copilot.microsoft.com open, and then perform the following tasks:

1. Select the New topic button to start a new conversation.

2. Enter the following prompt: Act as an entrepreneur who is investing in new food businesses. You are having
a meeting with a young pastry chef who has an idea for a food truck that specializes in desserts. What
questions would you ask?

3. Enter the following prompt: Act as the pastry chef. Please suggest 10 ideas for signature desserts you could
offer.

4. Select one of the options and write a new prompt asking Copilot to expand on that idea. Your prompt will be I
love the sound of [insert dessert name here]. Please help me write a description for the menu and suggest

three more ideas for the name of that dessert.


https://copilot.microsoft.com
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Copilot on the Web

In this chapter

e Get started with Copilot Pro on the web

e Chat with Copilot

e Choose a conversation style

e Generate images
e Use plug-ins
e Use the Notebook

e Use the Copilot in Edge sidebar

Practice files
You will need to use the practice files provided with this chapter to complete the practice tasks.

You can use Copilot on the web to generate text, images, code, songs, and more. Copilot on the web is the place to
have free-form conversations to generate new content outside of a specific application or to learn, brainstorm, solve
problems, or explore new ideas. When you chat with Copilot on the web, the conversation is connected to the web
via Bing search, so the responses will often include citations and links to webpages. There are also plug-ins you can
enable to connect your chat to specific sites and services for restaurant bookings, shopping, travel, and more. Copilot
on the web is the Copilot equivalent of ChatGPT. Your Copilot Pro license gives you access to some premium
features beyond the free Copilot on the web experience, including priority access to the fastest and most effective

language models, and additional boosts for creating images.

In this chapter, you will learn how to chat with Copilot on the web and use all the features available in this interface
to generate text, images, and even songs. You will learn how to use different conversation styles, enable plug-ins,
and iterate your prompts with the Notebook features. You will also learn how to use Copilot in Microsoft Edge to

chat with the content on your webpage or a PDF document open in the web browser.
Get started with Copilot Pro on the web

You can access Copilot on the web for free without signing in, but to use all the features included in your Copilot
Pro license, including access to premium large language models (LLMs) and extra boosts for image generation, you

must sign in.

Tip



You can access Copilot on the web from any browser, but Edge is highly recommended. Using Edge will provide

you with more features, which will be covered later in this chapter.

To use Copilot Pro on the web

1. Navigate to the Copilot home page: https://copilot.microsoft.com.

You must sign in to the Copilot home page to access Copilot Pro features.

2. Select the Sign in button near the top right of the screen and choose Sign in with a personal account.

Sign in with the personal Microsoft account you used to sign up for Copilot Pro.

3. Sign in with the Microsoft account you used to sign up for Copilot Pro.
4. When you have successfully signed in, your name and profile icon will appear in place of the sign-in box, and the

main heading will now show “Copilot Pro” rather than just “Copilot.”


https://copilot.microsoft.com

When you have signed in, you will see the heading change to Copilot Pro.

Copilot provides a carousel of suggested prompts to give you ideas and inspiration to get started. These suggestions
offer different ways you can use Copilot, including learning about or getting tips or fun facts on a topic, inventing
new recipes, creating plans, composing songs, generating images, writing poems and jokes, solving problems, or

getting advice.

Tip

The suggestions will be different each time you visit Copilot on the web. To see more suggestions, you can refresh

your browser.

To use a suggested prompt from the carousel

1. Use the left and right arrows at either end of the carousel to browse through the prompt suggestions.

Browse the carousel for prompt ideas and inspiration.

2. When you find a prompt that you’d like to try, select it.

Important

Do not select a prompt to compose a song at this stage. Composing songs requires enabling a plug-in, which will

e covered later in the chapter.




3. Copilot will receive the prompt and immediately start generating a response.

Copilot uses the selected prompt and generates a response.
Chat with Copilot

You will use the main prompt area to chat with Copilot to ask questions and generate content. In this section, you

will learn how to use all the features of the prompt area and work with the responses.
Prompts and responses

You should always tell Copilot when you are about to start a new topic of conversation, to clear the context of the

previous conversation and avoid any confusion between topics.
To start a new conversation topic

1. Select the New topic button to the left of the prompt area.

Select the New topic button to tell Copilot you want to start a new conversation.

2. Copilot responds by clearing the previous responses and letting you know it is ready for a new conversation.



Copilot confirms it is ready to start a new conversation.

3. You can now enter any prompt into the prompt area to begin a new conversation. Enter a prompt and press Enter

or select the arrow icon.

Enter your prompt into the prompt area and press Enter.

Tip

You can select the microphone icon in the prompt area to dictate your prompt with your voice.

As soon as you have entered your prompt, you will see Copilot start to generate a response. You will also see a Stop
Responding button appear above the prompt area. If you realize that you made a mistake in your prompt or notice
that the response isn’t what you had in mind, select this button to stop Copilot from generating any more content.

You can then type in a new prompt.

The Stop Responding button appears above the prompt area as soon as Copilot starts generating a response.

Copilot will respond with paragraphs or bullet points of text, depending on your prompt. It may also include images

or emojis.



Copilot responds with bullet points and an image.

If Copilot has used web sources to generate the response, you will see citations against those parts of the response,
and a list of websites at the end of the response. You can hover over the citations and websites to view more

information or follow the links to view the original source.

Copilot provides citations, links to websites, and suggested prompts.

Important

|Generative Al is creative by nature, so you will not always get the same response to the same prompt each time.
That means you may also get different suggestions to continue the conversation each time, based on the response

|generated.

Copilot will also generate a list of suggested prompts to help you continue the conversation to get more information

or refine the results. Select a suggested prompt to use it.

See Also

'You will find more information about how to iterate your prompts and continue the conversation with Copilot in

Chapter 2, “Writing effective prompts.”




Select a suggested prompt to continue the conversation.

Copilot generates a response from the selected prompt.
Edit or search based on your prompt

If you want to iterate using the same prompt with small changes, you can scroll back up to your prompt and hover

just under the prompt to see more options that allow you to edit or search based on your prompt.

Select the pencil icon to edit your prompt.

Hover under your prompt to reveal the option to edit.

Selecting this icon re-enters the original prompt into the prompt area, where you can make changes and send it to

Copilot again.

Make the changes to your prompt and select the arrow icon or press Enter to resend.



There is also an option to use the prompt to search the web using Bing.

Hover under your prompt to reveal the option to search on Bing.

Selecting this icon will open Bing search in a new browser tab with your prompt automatically entered in the search

box. You can easily switch back and forth between Bing and Copilot on the web using the tabs under the search box.

Search on Bing enters your prompt into Bing search in a new browser tab.

Tip

You can scroll back through the conversation to use the edit or search options with any of the prompts you’ve

written in that conversation.

Tip



You can start a new Copilot session with the text in the search box by selecting the Copilot tab next to the search
tab.

Select the Copilot tab next to the search tab in Bing search to start a new Copilot session based on the text in the Bing search box.

Work with the Copilot response

At the end of every response from Copilot you will also have the following options that you can use to work with
the response.

Like Copy Share

| | I
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Dislike Export Read
Aloud

Copilot gives you options to work with the generated response.

e Use the Thumbs up icon to tell Copilot that you liked the response.
o Use the Thumbs down icon to provide feedback about that wasn’t right or helpful in the response. When you

select this option, you will see an expandable menu where you can provide additional feedback or report a legal

or policy issue. This is optional.

Expand the Give Feedback menu to provide detailed feedback.

Report the response and add detailed feedback.



o Select the Copy icon to copy the content of the response to your clipboard.

e Select the Export icon to download the content of the response in Word, PDF, or Text format.

You can download the response content in Word, PDF, or Text format.

o Select the Share icon to get a link to the response that you can copy to your clipboard. You can send this to

anyone, and they can paste the link into a browser and view the response, even without signing in to Copilot.

When you select the Share icon, you will see a pop-up window with a link you can copy to your clipboard.

o Select the Read aloud icon to hear the response read aloud. This icon changes into a pause icon while the
response is being read so that you can pause or stop listening at any time. You will also see a playback indicator

in the prompt area.

When Copilot reads aloud, the speaker icon changes to a pause icon, and the playback indicator appears in the prompt area.

Generate code



You can ask Copilot to generate code in various programming languages. Copilot can help you write code for many
scenarios, including for algorithms and data structures, creating code snippets, custom functions, SQL queries, web

development code, and automation scripts.

You can ask Copilot to generate code.

When you use Copilot to generate code, the response is presented in a format that makes it easy for you to copy the

code to use it where you need it. Select the copy icon in the top right of the response.

Select the copy icon at the top right of the response to copy the code.
Add an image to your prompt

You can upload an image to use in your prompt. This is useful if you want Copilot to help you describe the image,
answer questions about the image, use the image as inspiration for creative content or as source content for your

prompt, or analyze or provide insights about your image.

In this example, you have an image of a collaborative office space that is available for lease, and you need to write
marketing copy for the website. Rather than describing the aesthetic of the space in detail, you can add this image to

your prompt.



You can upload an image to use as part of your prompt.
To add an image to your prompt

1. Select the Add image icon at the bottom right of the prompt area.

2. Add an image by pasting the image, pasting a link to an online image, uploading an image from your device, or

using the camera on your device to take a photo.

See Also

'You will learn how to use photos in prompts in Chapter 4, “Copilot mobile app.”

You can add an image by pasting the image or link, uploading an image, or taking a photo.

3. Write your prompt, including describing how you want Copilot to use the image as a source.

Write your prompt describing how you want Copilot to use the image as a source.



4. Copilot responds, using the image as source content.

Copilot uses the image to help generate the response.

See Also

'You can also upload images as part of a prompt when you are generating an image. You will learn more about that

|in the section on generating images later in this chapter.

Manage your chat history

Each time you chat with Copilot, the topic is saved in a list of recent chats, which you can view on the right side of

the screen.



You can view your Copilot chat history on the right side of the screen.

Select any item in the chat history to return to the chat results you previously generated with Copilot.

Select an item in the chat history to return to that chat.
Hover over any item in the chat history for additional options:

e Select the Pencil icon to edit the name of the topic in the chat history.

o Select the Trash can icon to remove the topic from your chat history.



Hover over the chat history item for more options.

¢ In the more options (...) menu, you will also find options to get a link to share the topic or to export it in Word,

PDF, or Text format.

Select the more options menu to view options to share or export the chat history topic.
Choose a conversation style

When you chat with Copilot on the web, you can choose from three different conversation styles using the buttons

above the prompt pane.

Copilot will start in Balanced style by default. This option is suitable for most scenarios, providing a balance

between accuracy and creativity.

Copilot uses the Balanced option by default.

The Creative style will generate more imaginative responses. Use this option when you are working with Copilot on
creative projects or when you want to generate humor or rhyme, or when you want it to be creative with language

and ideas. It can also help with more creative thinking for your business scenarios.



Use the Creative style to generate more imaginative responses.

The Precise style will prioritize accuracy over creativity and give you a more factual answer. Use this option when
you are working with Copilot in scenarios where accuracy is the most important, such as asking it to write code,

summarize content, or when you are asking about facts that don’t change.

Use the Precise style when you want factual and accurate responses.
Compare the difference in the following responses to the same prompt in each style.
The prompt used is: “Describe a futuristic mode of transportation.”

Balanced style provides a summarized list of futuristic modes of transportation that are in development or being

prototyped, including citations and web references.



In Balanced style, Copilot responds with a list of futuristic modes of transportation with references.

Creative style invents something that doesn’t yet exist, asking us to “imagine” this innovative futuristic mode of

transportation.

In Creative style, Copilot responds by describing an imagined futuristic mode of transportation.

Precise style describes in detail an actual futuristic transportation mode that is being prototyped by different

companies.

In Precise style, Copilot responds with information about a real futuristic mode of transportation.

Depending on the kind of prompt you write, the responses using these three styles can be fairly similar or very
different from each other. When you choose a style, you will remain in that style during your Copilot session, even

when you start a new topic, until you choose a different style.



Balanced style is usually the best place to start, unless you know you are looking for a more creative or precise
response. If you don’t get the kind of response you wanted using Balanced mode, you can use the New topic button

to start a new conversation with the same prompt in a different style.

Generate images

You can use Copilot on the web to generate images in any style using the DALL-E 3 image mode. With your

Copilot Pro license, you get access to 100 “boosts” per day for faster image generation.

To generate an image, type the description of the image you want to create. It helps to think about the image in your
mind and then describe it as if you were writing a caption. You can describe a general or specific artistic,
photographic, or other creative medium as the style of the image. You can also start with a general prompt and use

the options in Copilot to help you iterate and refine it.

See Also

'You can learn more about writing prompts to generate images in Chapter 2.

Describe the image you want to generate.

Copilot will generate four alternative images based on your prompt.

Copilot generates four images in response to your prompt.



At the bottom right of the generated images, you will see the number of boosts remaining for the day, indicated by a
coin icon. Your Copilot Pro license gives you 100 boosts per day, so this will display as 99 the first time you
generate an image, which uses the first boost for the day. Each time you iterate your prompt to generate a new image

or write a new prompt to generate an image, you will use a boost, and you will see this count decrease.

You can see the remaining number of boosts available each time you generate an image.

Select the image you like best to see it in more detail and to access the options to copy, share, download, and edit

your image.

Select one of the images to open it and work with the options to copy, download, share, or edit your image.
Copy, share, and download your image

You can use the following options to save, share, download, or open your image in Microsoft Designer for further

editing:

e Select the Copy icon to copy the image to your clipboard.

Copy the generated image to your clipboard.



e Select the Share button to get a link you can use to share your image with others.

Select the Share button to get a sharable link for your image.

o Select the more options (...) menu to view options to edit in Designer, download your image, or view more

information.

Select the more options menu to edit, download, or get more information about your image.

o Select Edit in Designer to open your image in a new tab in Microsoft Designer. You can use Microsoft Designer
to create all sorts of designs, including greeting cards, stickers, collages, and invitations. You can also use

Designer to edit and restyle your image.



You can edit your image in Microsoft Designer to make further changes.

e Select the Download option to download the image to your device.

Select the Download option to download the image.

e The More information option will display the image size in pixels and the date and time of creation.

Select More information to view information about the image size and the time and date it was generated.

Edit your image in Copilot

You can use Copilot to change the artistic style and format of the image and apply some special effects.



To edit your image in Copilot

1. You will find a list of image styles below your selected image. Use the left and right arrows to scroll through the
options.

2. Select the Origami style option to regenerate your image in that style.

Select a style option to re-create your image in that style.

3. After Copilot has re-created the image, you will have the option to keep it, by selecting the Looks good button, or

to revert to the original image by selecting the Undo button.

Select the Looks good button to keep your new image.

4. Select the resize icon in the bottom right corner of your generated image to resize it.

Select the resize button to change your image into square or landscape format.



5. Choose Square to change your image to a square format.

Select the Square option to change the size of your image.

6. Keep the resized image by selecting the Looks good button. You also have the option to revert to the original

format by selecting the Unde button.

Select the Looks good button to keep your resized image.

7. Hover over the image to select a section of the image, and then select it to add a color pop or blurred background

effect.



Hover over and select a section of the image to apply a special effect.

8. Select Color pop.

Select the Undo button to return to the image without the color pop.

9. Select the Undo button to go back to the version of the image without the color pop.

You can continue the conversation with Copilot by using the suggested prompts and by writing your own prompt at

any time to continue refining the image.



Use the suggested prompts or write a new prompt to refine your image.

If you create an image you want to keep, remember to download it, or open it in Microsoft Designer to save and

continue editing.

Add an image to your prompt to generate an image

You can also use images as part of your prompt when asking Copilot to generate an image. Use this option when
you have an image that is the starting point or inspiration for what you want to create or to give Copilot a visual

description of what you have in mind without having to describe it in words.

In this example, you want to create an art deco style poster of an office space, using the same image of the office

space you used earlier.

Use the add image icon to upload your image into the prompt, as shown earlier in this chapter, and then write a

prompt to ask Copilot to generate an image in the style you want, using this image as the source.

Select the add image icon to add an image to your prompt.

Copilot generates the image as requested, without you needing to describe the scene or any detail.



Copilot uses the image in the prompt to generate the requested image.
Use plug-ins

Copilot on the web includes prebuilt plug-ins that allow you to connect your chat to services that can help with
recipes, travel, restaurant bookings, shopping, and more. You can enable or disable these plug-ins using a toggle

switch and choose up to three plug-ins at a time to use in your conversation.

Tip

The Search plug-in is enabled by default for all conversations. This plug-in means that Copilot finds information on

the web when it responds to your prompts. You can choose to switch this off if you prefer for any conversation.

Important

Some of these plug-ins are available only in the US or work only with services in the US.

To use a plug-in with your chat

1. Select the New topic button to start a new conversation.

2. Select the Plug-ins option at the top right of the browser, next to the Chats option.

Select the Plug-ins option to view available plug-ins.



3. Scroll through the list of available plug-ins and select a plug-in by toggling the switch on the plug-in card to the

on position.

Enable a plug-in using the toggle on the card.

4. Start your chat with a prompt that will make use of the selected plug-in(s).

Write a prompt to use the plug-in.

5. Copilot will indicate that it used a plug-in to generate the response by showing the plug-in icon at the top of the

response.

Copilot shows the Shop icon at the top of the prompt to indicate it has used that plug-in in the response.

6. You will also find links to the plug-in site at the end of the response, which you can follow to continue with your

task, such as making a purchase or booking.

Select the links from the plug-in at the end of the response to continue your task.

Each time you want to change, add, or remove plug-ins, you will need to select the New topic button to start a new

conversation.
Generating a song using the Suno plug-in
You can use the Suno plug-in with Copilot to generate up to five songs per day.

To ask Copilot to generate a song



1. Select the New topic button to start a new conversation.
2. Select the Plug-ins option at the top right of the browser, next to the Chats option.
3. Scroll down to find the Suno plug-in and switch the toggle to the on position. Switch off any other plug-ins

except Search.

Enable the Suno plug-in to generate songs with Copilot.

4. Write a prompt to ask Copilot to generate a song.

Tip
Your prompt to generate a song can be a simple request that includes a theme and musical style, or you can
provide more specific detail including phrases or lines to use in the lyrics, or the mood of the song. You should

describe the style of music rather than naming a particular artist. You can also ask Copilot to help you write a

good prompt to generate a song.

Write a prompt to ask Copilot to generate a song.

5. Copilot will indicate that it is using the Suno plug-in by showing the icon at the top of the response. It will

generate the lyrics and then the music and will show a progress message while it is still working.

Copilot shows the Suno plug-in icon at the top of the response.



6. When Copilot has finished generating the song, you will see a confirmation message, and a card that shows the

lyrics, with a Play button to listen to the song.

Select the Play button on the generated song to listen to it.

7. You can continue the conversation with Copilot to make changes to the song if you want.
8. When you are happy with the song, you can download it or get a link to share it using the icons at the bottom of

the card.

Dance in the Rain

+ ®

Select the icons to download or share your song.

Use the Notebook

The Notebook feature in Copilot on the web gives you a space to write and refine much longer prompts, with a
single persistent box for the response instead of a chat experience. Use this when you want to include much longer

source content in your prompt (up to 18,000 characters), such as very long blocks of text.

To use the Notebook

1. Select the Notebook option at the top left of the screen.



Select the Notebook option at the top left of the screen.

2. Type your prompt in the prompt area at the top, including pasting in any long blocks of text you want to use as

the source in the prompt.

Write your prompt and paste in a long block of text.

You can include up to 18000 characters in your prompt using Notebook.

3. Select the arrow icon to submit your prompt.

4. Copilot responds in the area at the bottom of the screen.



Copilot responds in the bottom section of the Notebook.

5. You can refine your prompt and resubmit to view the new response

Change or refine your prompt to get a better response.

6. Copilot generates a new response in the bottom section.

Copilot generates a new response in the bottom section of the Notebook.



7. Use the icons under the response to provide feedback, copy, or download the response.

H 9 0 4L

Provide feedback, copy, or download the response.
Use the Copilot in Edge sidebar

When you use Copilot in the Microsoft Edge browser, you have access to additional features using Copilot from the
sidebar. With the Copilot in Edge sidebar, you can chat with the content open in your browser, which allows you to
ask questions about or summarize websites, PDF documents, and YouTube videos. There is also a Compose feature
that makes it quick and easy to generate emails, ideas, and social media posts in different tones and lengths without

needing to write long prompts.
Chat with website content

To use the Copilot in Edge sidebar to summarize website content

1. With a website open in your browser, select the Copilet button at the top of the Edge sidebar.

Select the Copilot icon at the top of the Edge sidebar.

2. The Copilot pane will pop out on the right side of the browser.



Copilot will open in a panel at the right side of the Edge browser.

3. Select the Generate page summary button.
4. Copilot shows a summary of the webpage open in your browser. At the top of the response, it indicates that it is

using that website for the response.



Copilot summarizes the content of the website open in the browser.

The first time you use this feature, you will get a notification telling you that Copilot is using “context clues,”
meaning it has access to the webpage and browser history when generating a response. There is a link in this

notification to help you manage your settings if you prefer to turn off this option.

Follow this notification link to manage your settings if you prefer to turn off this feature.

You can use Copilot chat in the Edge sidebar to chat with reference to the website content, or for general questions
and prompts, or mix up the conversation between these things. Copilot will default to using “Relevant sources,”
which means it decides from the context of your prompt whether to use the website content or to respond with

general knowledge and web search.

Copilot defaults to using relevant sources to decide what to use based on the context of your prompt.

If you want to be sure that Copilot will use the content of the website open in your browser, you can change this
setting using the expandable menu at the top of the prompt area to select whether it should use the current page or

the current website.



Tell Copilot to use this website when generating the response.

Tip

You can also type @ in the prompt to bring up this menu to select the source you want Copilot to use.

Add a screensheot to your prompt

You can take a screenshot of any part of the open website and add that to your prompt. This is useful if you want to

ask a question about or identify something in an image on the website.

To add a screenshot into your prompt

1. In the prompt area, select the snip icon.

Select the snip icon to add a screenshot.

2. Drag your mouse to select the image or area of the website you want to take as a screenshot.

3. Select the green check mark to finalize your selection.



Drag your mouse to select the screenshot area and select the green check mark when done.

4. This puts the image into the prompt area. Type your question to complete your prompt and send it to Copilot by

pressing Enter or selecting the arrow icon.

Type your prompt to go with the selected screenshot.

5. Copilot responds using the screenshot as the source information in the prompt.

Copilot uses the screenshot to provide a response.

Tip

You can use the other prompting features you learned about earlier in the chapter here too, including adding an

image to your prompt and selecting the conversation style.

Chat with a PDF document



You can open a PDF document in your Edge browser and use Copilot in Edge sidebar to generate a summary of the
document, ask questions about the document, generate key insights from the document, or write prompts to extract

specific information in the format you need.

To use the Copilot in Edge sidebar with a PDF document

1. Open a PDF document in Edge.
2. Select the Copilot button at the top of the Edge sidebar.

Open a PDF in Edge and then open the Copilot in Edge sidebar to chat with the document.

3. Select any of the suggested prompts or type your own prompt in the prompt area to ask for specific information

from the document.

Tip

You can use the phrase “in this document” in your prompt instead of switching the source menu.




Type your prompt to ask questions about the document.

4. Copilot responds showing that it has used the PDF as the source for the response.

Copilot shows at the top of the response that it has used the PDF as the source.
Chat with a YouTube video

You can also use Copilot to understand or ask questions about a YouTube video, based on the video transcript,

without needing to watch the whole video.
To use the Copilot in Edge sidebar with a YouTube video

1. Open a YouTube video in Edge.
2. Select the Copilot button at the top of the Edge sidebar.



Use the Copilot in Edge sidebar to ask questions about the content of a YouTube video.

3. Select the Generate video highlights prompt button.

4. Copilot responds with a video summary and time-stamped highlights of the video.

Copilot uses the transcript of the video to generate highlights.

Use the Compose feature to draft content



The Copilot in Edge sidebar has a separate Compose feature that gives you a quick way to create content in any

length and tone using quick button selections rather than needing to type out a full prompt.

To use the Copilot in Edge sidebar Compose feature

1. Select the Copilot button at the top of the Edge sidebar.

2. Select the Compose option at the top of the Copilot pane.

Select the Compose option at the top of the Copilot pane.

3. Type what you want to write about in the prompt box at the top.

4. Select your tone, format, and length from the options.

Describe what you want to write about, and then select tone, format, and length options.

5. Select the Generate draft button.

6. Copilot drafts a response in the Preview window below the prompt area, in the selected tone, format, and length.



Copilot generates a response based on your prompt and the options selected.

7. Below the response, Copilot provides suggested prompts to rewrite your content. Select one of these to use it.

Copilot suggests prompts to help you change or refine your content.

8. Select the plus icon to open the option to write your own prompt to ask Copilot to change the content.

Select the plus icon to write your own prompt to refine the content.

9. Use the icons under the prompt to stop generating, scroll back and forth between the different drafts, copy the

content, or regenerate the content.
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Use the icons to stop generating, browse between drafts, copy, or regenerate the content.

0. If you want to use the content on something open in your browser, such as for a social media post, place your
cursor where you want to use the content and select the Add to site button.

1. Copilot copies the content into that area in your browser.



Use the Add to site button to copy the content to the location of your cursor in the browser.
Skills review
In this chapter, you learned how to:

¢ Chat with Copilot on the web and understand all the options available to you for working with prompts and
responses.

e Work with the different conversation styles to make the Copilot responses more creative, balanced, or precise.

o Generate images, change artistic styles, apply formatting, and add special effects.

e Use plug-ins to connect to other web services and generate songs.

e Create and refine longer prompts using the Notebook.

e Chat with content in your web browser, including PDF documents, and compose content using the Copilot in

Edge sidebar.

Practice tasks

Before you can complete these tasks, you must copy the book’s practice files to your computer. The practice files for

these tasks are in the CopilotProSBS\ChO03 folder.



The introduction includes a complete list of practice files and download instructions.

Get started with Copilot Pro on the web

Open the Edge browser, and then complete the following tasks:
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. Navigate to the Copilot home page: https://copilot.microsoft.com.

. Select Sign in, and sign in with the Microsoft account you used to sign up for Copilot Pro.
. Use the arrows to browse through the carousel of suggested prompts.

. Select any prompt.

. View the response and note any citations and links.

. Select one of the suggested prompts to continue the conversation.

Chat with Copiloet

Continue working from where you finished the previous task, and then complete the following tasks:
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. Select the New topic button to start a new conversation.
. Type the following prompt into the prompt area: Please help me understand calendar blocking.
. Scroll back up to your prompt and select the Edit button, which appears when you hover under the prompt.

. Edit your prompt to the following: Please help me understand how calendar blocking can make me more

productive.

. Scroll back up and down through the conversation to notice the difference in the responses.

. Select the Export icon, and then select Word. The content will open in a Word document in a new tab. Save it if

you want to keep it or close the tab without saving.

. Find this conversation at the top of your Chat history on the right side of the screen and select the Edit icon that

appears when you hover over the name.

. Change the name of the conversation history item to: Productivity and Calendar Blocking.

Choose a conversation style

Continue working from where you finished the previous task, and then complete the following tasks:


https://copilot.microsoft.com
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. Select the New topic button to start a new conversation.
. Choose the Creative conversation style.
. Type the following prompt into the prompt area: Please write a funny poem about working from home.

. Open a new tab in your Edge browser and navigate to the Copilot home page: https://copilot.microsoft.com.

. Select the New topic button to start a new conversation.
. Choose the Precise conversation style.
. Type the same prompt into the prompt area: Please write a funny poem about working from home.

. Wait for Copilot to finish generating the poem, and then switch back and forth between the browser tabs to

compare the results between the two different conversation styles.

. Close the second browser tab.

Generate Images

Continue working from where you finished the previous task, and then complete the following tasks:
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. Select the New topic button to start a new conversation.
. Select the Balanced conversation style.

. Enter the following prompt: Generate an image of a sunrise, using bright colors and an inspirational

aesthetic.

. Wait for Copilot to finish generating the images. Note the number of boosts you have available next to the coin

icon at the bottom right of the generated images.

. Select the image you like best to open it.

. In the options for the different artistic styles below the image, select Pixel Art.

. When the image has finished regenerating, select the Looks good button to keep it.

. At the top of the image, select the more options (...) menu, and then select Download.

. Open the image from your Downloads folder to view it.

Use plug-ins

Continue working from where you finished the previous task, and then complete the following tasks:
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. Select the New topic button to start a new conversation.
. Select the Plug-ins option at the top right of the screen.
. Scroll down to find the Suno plug-in and switch the toggle to the on position.

. Enter the following prompt: Write an upbeat and catchy tune that I can use for the introduction to a podcast

about productivity.

. Wait for Copilot and Suno to finish generating the song. Select the Play button to listen to the generated song.


https://copilot.microsoft.com

Use the Notebook

Continue working from where you finished the previous task, and then complete the following tasks:

1. Select the Notebook option at the top left of the screen.

2. In the top section, type the following prompt: Act as a marketing copywriter. Your tone is enthusiastic,
professional, and fun. Below is some information about a catering business. Please write some marketing
copy for a brochure to help promote the business, including the types of catering offered.

3. Open the Word document called “Corporate Catering Practice Task” from the files provided with this chapter.
Select all the text from that document and paste it below your prompt.

4. Select the arrow icon in Copilot to submit the prompt.

5. Review the response generated in the bottom section of the Notebook.

6. Select the main Copilot option in the top left of the screen.

Use the Copilot in Edge sidebar

Continue working from where you finished the previous task, and then complete the following tasks:

1. From the files provided with this chapter, open the PDF called “Contoso Ltd Digital Transformation” in the Edge
browser.

2. Select the Copilot icon at the top of the Edge sidebar to open the Copilot pane on the right of the screen.

3. In the prompt area, type the following prompt: What are the main goals of this project? Change the Using
relevant sources option to This page.

4. Select the arrow icon to enter your prompt.

5. Copilot will respond showing that it has used the information from the PDF document to generate the response.
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Copilot mobile app

In this chapter

o Get started with the Copilot mobile app

e Chat and search on the go

e Generate images

e Write content
Practice files
No practice files are necessary to complete the practice tasks in this chapter.

You can work with Copilot Pro using your mobile device to search and chat with Copilot on the go, taking
advantage of the capabilities of your device. You can chat using voice with the microphone and add images to your
prompts using your camera or photo library, helping you search for information and get answers using your
surrounding context when you are traveling or just out and about. You can create images and save them to your

device and create written content on the go for social media posts and messages.

In this chapter, you’ll learn how to download and use the Copilot mobile app for iOS and Android devices; learn
how to use this app to ask questions, generate images, and write content; and discover scenarios for which you can

benefit from using Copilot Pro on your mobile device.
Get started with the Copilot mobile app

The best way to use Copilot Pro on your mobile device is through the Copilot mobile app, which is available for free

for iOS and Android devices.

Use the QR code or links below to open and install the Copilot mobile app on your device.




Scan this QR code to download the Copilot mobile app on your device.

e i0S: https://apps.apple.com/us/app/microsoft-copilot/id6472538445

e Android: https://play.google.com/store/apps/details ?id=com.microsoft.copilot

Tip

The Copilot app is the recommended way to work with Copilot Pro on your mobile device, but you can also access
Copilot on the Microsoft 365 mobile app, the Bing mobile app, the Microsoft Start mobile app, the Edge mobile app,

or when using a mobile web browser.

Sign in to the Copilot mobile application

Once you have downloaded the app to your mobile device, you must sign in to get access to the full features of your
Copilot Pro license. Your desktop and mobile experiences are directly connected through your account, so any chat

history you have from your desktop web browser will show in the chat history on the mobile app, and vice versa.
To sign in to the Copilot mobile application

1. Open the app you just downloaded on your mobile device.

Important
'You may get a sign-in prompt on your device when you first open the app. Follow the prompts to sign in and
skip to the next section. This section shows you how to sign in if you do not get that prompt or if you want to

switch or add a new account.

2. The heading will show “Copilot,” with a message recommending that you sign in to ask more questions and have

more conversations. Select the Sign in icon at the top left of the app.


https://apps.apple.com/us/app/microsoft-copilot/id6472538445
https://play.google.com/store/apps/details?id=com.microsoft.copilot

Open the Copilot mobile app on your device andsign in to get the full features of Copilot Pro.

3. The Settings menu will open from the left side of the screen. Under the Accounts section, select the Sign in

option. Sign in with the personal Microsoft account you used to sign up for Copilot Pro.



Sign in using the personal Microsoft account you used to sign up for Copilot Pro.

4. When you have signed in, you will see your Microsoft account email shown in the accounts section, with a check

mark next to it, and the option to sign out.

Tip

If you also use Copilot or Microsoft 365 Copilot with a work account, you can sign in with your work account as

well and use this menu to switch between them.

When you have signed in, you will see your Microsoft account email with a check mark next to it.

5. Select the arrow icon at the top left of the menu to return to the main Copilot screen. Now that you are logged in,

you will see that the main header shows “Copilot Pro.”



When you have signed in, you will see the heading “Copilot Pro.”

Navigate the Copilot mobile app

You have access to all the same features on the Copilot mobile app that you have on the desktop web browser.



The Copilot mobile app gives you all the same features as you have available on the desktop web browser.

You can select any of the suggested prompts from the carousel to start a conversation or type your prompt into the

prompt area. You can choose between creative, balanced, and precise conversation styles.



See Also

'You will learn more about how to use images from your device, camera, or image library in your prompt in the next

section.

|
See Also

'You can learn more about using the carousel and working with different conversation styles in Chapter 3, “Copilot

on the web.”

Select the menu icon at the top left of the app to access the account and settings menu.

Select the menu icon to open the account and settings menu.

The account and settings menu will pop out on the left of the app, where you can see your logged-in account details,

switch between accounts, and view your chat history.

Select the right arrow next to the logged-in account to navigate to the settings menu.

Select the right arrow next to your account to open the settings menu. Here you will find options to set your



preferences for notifications, themes, region and language, and more.

You can change your settings for notifications, theme, region and language, and more in the settings menu.

Select the arrow at the top left to return to the main Copilot area in the app.

Select the more options menu (...) at the top right of the app to get to the Plugins, Notebook, and Feedback options.



Select the more options menu to get to Plugins, Notebook, and Feedback.

See Also

'You will learn more about using plug-ins in the Copilot mobile app later in this chapter. To learn about the

Notebook feature, see Chapter 3.

Chat and search on the go

You can work with the Copilot mobile app in the same way that you use the desktop web browser experience, to
select a prompt suggestion from the carousel or type your prompt in the prompt area. However, when using the
mobile app, you can take advantage of searching and chat with Copilot using the capabilities of your mobile device.

In this section, you will learn how to use your device’s microphone, camera, and image library with your prompts.

Important

You will need to give the Copilot mobile app permission to use your device microphone, camera, and photos to use

|these features.

Chat with Copilot using voice

You can use the microphone on your device to chat with Copilot with your voice. When you use this feature,

Copilot will automatically respond by reading out the response using voice, as well as responding in text.

Tip

Using Copilot voice responses can be very useful for translations.




To chat with Copilot using voice

1. Select the microphone icon in the prompt area or select the large microphone icon.

Select the microphone icon in the prompt area to chat with Copilot using voice.

2. The icon will change to a larger microphone icon, and the prompt will change to “I’m listening....”

A larger microphone icon appears, and the prompt changes to “I’m listening....”

3. Start speaking to your device immediately to ask your question. You don’t need to press on or hold down the
microphone icon. Copilot will transcribe your voice (including adding punctuation and capital letters) and add it

to the prompt area. As soon as you stop speaking, the prompt will automatically be sent, without you needing to

press send.

Copilot will transcribe your voice and automatically send the prompt when you stop speaking.

4. Copilot will display the text of the response and read it out using voice. You will see a playback indicator at the

bottom of the screen.



Copilot responds and reads out the response using voice.

5. You can continue the conversation with voice or select the keyboard icon to switch back to typing prompts.

Select the keyboard icon to switch back to typing prompts.

Work with the Copilot response

Copilot will respond to your prompt with citations and web links, the same way it does using Copilot in the desktop



web browser. Follow any of these links to open them in your mobile browser.

Copilot responds with citations and links and gives you options to provide feedback, copy, share, or read the response using the speaker.

Use the icons to provide feedback or work with the results:

o Select the thumbs up icon if you like the response.

e Select the thumbs down icon if there is a problem with the response. This will open an additional pop-up option
to provide specific feedback.

e Select the copy icon to copy the response to the clipboard on your device.

e Select the share icon to open the sharing options on your device, to share it in another app or in a message.

o Select the speaker icon to hear the response read out using voice.

Use your camera to add an image to the prompt

When you are travelling or just out and about, you can use Copilot with the camera on your device to ask questions

or understand more about what you see around you.

To use your camera with a Copilot prompt

1. Select the camera icon in the prompt area.



Select the camera icon at the bottom right of the prompt area.

Tip

In this example, asking Copilot for a translation or a fact, you are likely to get a more accurate response by

switching to the More Precise mode.

2. This will open the camera on your device. Line up your camera and press the button to capture the photo.



Line up your camera and take the photo.

3. You have the option to mark up the image to highlight any key areas to focus on. Slide the scale to choose your



color, and then draw on the screen.

Use the maker to highlight important parts of the image.

4. Select the check mark when you are ready to add the photo with any markup to your prompt.
5. You will be returned to the prompt area with the image attached to the prompt. Type in a question or additional
details about the image or context and select the arrow in the prompt area or the send button on your mobile

keyboard.

Tip
To get the best response, provide Copilot with additional details and context about where you are or what you

already know.




Type in your question or additional context to accompany the image to complete your prompt.

6. Copilot responds, using the photo as source content in the prompt.

Copilot responds with citations and references.
Add an image from your photo library to your prompt

You can also upload an image from your device’s photo library to use as part of your prompt.
To add an image to your prompt from the device’s photo library

1. Select the camera icon in the prompt area



Select the camera icon in the prompt area to add an image from your photo library.

2. This will open the camera on your device. Select the image icon at the bottom left of the screen to switch from the

camera to your photo library.

Select the image icon to switch from the camera to the photo library on your device.

3. Select the image you want to add from your photo library. You have the option to add any markup to highlight
key areas of the image.

4. When you are done, select the check mark to add the image to your prompt.



Choose an image from your photo library and select the blue check mark to add it to your prompt.

5. Type your question or add any additional details or context to your prompt and select the send button on your



device keyboard.

Type your question and any additional details and send your prompt.

6. Copilot responds, using the photo as source content in the prompt.

Copilot analyzes the image and responds.

Use Plug-ins



You have access to all the same plug-ins on the mobile app that you can use on the desktop web browser, to connect

your chat to services that can help with shopping, travel, restaurant reservations, generating songs, and more.
To use plug-ins

1. Select the more options (...) icon at the top right of the app and then select Plugins.

Select the more options menu to navigate to Plugins.

2. Scroll up and down the list of plug-ins and set the toggle switch to the on position to enable each plug-in you
want to use. You can choose up to three. When you have made your selections, select the X icon at the top left to

close the Plugins menu.



Set the toggle switch to the on position to enable a plug-in.

Important

Some plug-ins are only available or useful in the United States.

Tip

Select “New topic” to add or remove plug-ins for each conversation.

3. Enter your prompt to make use of the plug-in(s) selected. In this example, the OpenTable plug-in provides

restaurant recommendations with a direct link for booking reservations.

Enter your prompt with details that will be used by the plug-in.



4. Copilot indicates in the response that it is using the plug-in by showing an icon. The response is returned using

OpenTable with suggested restaurants and a link for each to make a reservation.

Copilot shows that it is using a plug-in by displaying an icon at the top of the response. The response provides links to the service connected with the plug-
in.

5. The links take you to the website or service connected by the plug-in. Select a link to open the OpenTable
reservation page for that restaurant. Notice that the details you added to your prompt, such as the reservation date

and number of people, have been automatically added to the form.



The link takes you to the website or service connected by the plug-in and automatically adds details from your prompt.
Generate images

You can use the Copilot mobile application to generate images, save them to your device, or copy them to use in
other mobile apps such as chats and social media posts. You have the same features available to generate images on
the mobile app that you have with the desktop web browser, including changing the artistic style and formatting and

adding special effects.
To generate images with the Copilot mobile application

1. In the prompt area, describe the image you want to create by typing or using your voice.



Describe the image you want to generate.

2. Copilot will generate four images based on your prompt, as well as some prompt suggestions to help you refine

the image.

Copilot generates four images based on your prompt and suggests prompts to help you refine the image.

3. Select the image you like best to open and edit it.



Select an image to open it and view the editing options.

4. Scroll through the carousel of options for different artistic styles and choose the one you want to use. This

example uses the Pixel art option. Copilot will show a progress message while it re-creates the image.



Select Undo to go back to your original image or select Looks good to keep the new image.

5. Select the Undo button to return to your original image or select the Looks good button to keep this new version.

6. Select the resize icon at the bottom right of the image to change the format of your image.

Select the resize icon at the bottom right corner of your image to change the format of your image.

7. Choose between square and landscape format by selecting the option you prefer.



Copilot gives you the option to format your image as square or landscape.

8. When you are happy with your image, select the more options menu (...) at the top right to download your image.



Select the more options menu to get to the option to download the image to your device.

9. The image will be saved to the photo library on your device, and you will see a confirmation message.

You will see a message confirming that the image has been saved to your photo library.

0. To get a link to share the image, select the Share button at the top right of the screen next to the more options

menu.

Select the Share button to get a shareable link for your image.

1. When the link appears on the screen, select the Copy link button to copy it to the clipboard on your device. You
can paste this link into a message or email to share with someone else. They will be able to access the image via

the link even without logging in to Copilot.



Select the Copy link button to copy the shareable link to your device’s clipboard.

Write content

You can use the Copilot mobile application to draft content on the go, which you can copy and paste into other apps

on your phone, such as Microsoft Teams, email, social media, or messaging apps.

See Also

'You can use Copilot to help draft emails using the Outlook mobile app. You can learn how to do this in Chapter 6,

“Copilot in Outlook.”

To write content with the Copilot mobile application

1. In the prompt area, describe what you want to write by typing or using your voice.

Enter a description of what you want to write in the prompt area.



2. Copilot will generate a draft of the content for you.

Copilot drafts the content based on your prompt.

3. Copilot finishes with a message summarizing the task and offering suggested prompts if you want to refine the

content further.



Copilot confirms the task completed and offers suggested prompts to continue the conversation.

4. To use this content in another app on your device, select the copy button to copy it to your clipboard.

Select the copy icon next to the thumbs up and thumbs down icons to copy the content to your device’s clipboard.

5. You will get a confirmation message that the content has been copied. You can now switch to another application

to paste and use the content there.

Copilot confirms that the content has been copied to the clipboard.
Skills review
In this chapter, you learned how to:

e Install and log in to the Copilot mobile application on your iOS or Android device.

e Chat and search using the Copilot mobile application, using the microphone to interact with voice, and using the



camera and photo library on your device to add images to your prompt.
e Enable plug-ins to use with your chat.
¢ Generate and edit images and save them to your device.

e Write content and copy it to use with other applications on your device.

Practice tasks

No practice files are necessary to complete the practice tasks in this chapter.

Get started with the Copilot mobile app

Scan the QR code from the first section of this chapter, install the Copilot mobile app on your iOS or Android

device, and then perform the following tasks:

. Open the Copilot mobile app on your device.

. Select the Sign in button at the top left of the app.

. Sign in with the Microsoft account you used to sign up for Copilot Pro.

. Select any of the suggested prompts from the carousel.

. Select the menu icon at the top left of the app to view your conversation history.

. Close the menu to return to the main Copilot area of the app.
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. Select the New topic button next to the prompt area.

Chat and search on the go
Open the Copilot mobile app on your mobile device, and then perform the following tasks:

1. Select the camera icon in the prompt area. If prompted by your device, allow Copilot to use the camera.

2. Take a photo of something nearby, such as an object, plant, animal, artwork, or landmark you want to identify.

3. Select the button to take the photo, and then return to the prompt. You will see the thumbnail of the photo in the
prompt area.

4. Type a prompt into the prompt area to ask Copilot to identify or tell you about the image. Use a prompt such as
“Can you tell me what this is” or “Can you tell me about this.” Add any other details for context, such as your

location or any clues about the object you already know.



5. Copilot will respond with the information based on your photo and prompt.

Generate images
Continue working from where you finished the previous task, and then perform the following tasks:

1. Select the New topic button to start a new conversation.
2. Select the microphone icon to enable voice. If prompted by your device, allow Copilot access to the microphone.
(If you prefer, you can skip this step and just type your prompt in the prompt area.)

3. Say (or type) the following: Create an emoji of a glittery star that I can use to celebrate an achievement. If
you are using voice, stop speaking, and Copilot will automatically send the prompt. If you are typing, select the
arrow to enter your prompt.

. Select the image you like best to open it.

. Select the more options icon at the top right of the app.

. Select Download.

. Wait for the Downloaded confirmation message. If prompted, allow Copilot access to your photos.
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. Switch to the photo library in your app to view the generated image.

Write content
Open the Copilot mobile application on your device, and then perform the following tasks:

1. Select the New topic button to start a new conversation.

2. Select the More Creative style.

3. Enter the following prompt into the prompt area: Write an inspirational message about dreaming big and
reaching for the stars.

4. Select the copy icon.

5. Wait for the confirmation message that the content has been copied to your clipboard.

6. If you want, you can copy this inspirational message into the notes on your phone, or you can paste it into an

email or a chat message to send to someone.



Part 3
Use Copilot Pro in Microsoft 365 applications
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Copilot in Excel

In this chapter

o Get started with Copilot in Excel

e Highlight, sort, and filter your data

e Generate formula columns

e Understand your data

Practice files
You will need to use the practice files provided with this chapter to complete the practice tasks.

Copilot in Excel can help you format, understand, and gain insights into data in your Excel data tables. You can use
prompts to ask Copilot to sort your data by a specific column, filter the data, or apply conditional formatting to cells

to help you easily identify key data points.

You can ask Copilot to suggest and write formulas for you, without needing to understand how to make the
calculations or write the formulas yourself. Copilot will create formulas and new columns in your table based on
your description and explain the logic behind the formulas to help you understand the suggestion and learn more

about formulas if you wish.

You can also ask Copilot to help you understand your data by identifying trends, patterns, and outliers. Copilot can
analyze your data to provide a range of instant insights or perform calculations to answer specific questions you
have about your data. It will automatically create charts, PivotTables, and descriptions to help you visualize the

insights.

Copilot also provides built-in help for how to use Excel. You can ask questions in natural language, such as how to

write a specific formula, and get answers in context as you work with your spreadsheet.

You remain in control every step of the way. Copilot in Excel responds to your prompts with a suggestion for you to
review before applying it to your data tables, and always provides an easy undo option to reverse the changes it

makes.
Get started with Copilot in Excel

To get started with Copilot in Excel, you will need to open an existing spreadsheet that is saved in the cloud in your

personal OneDrive.



Important

Your spreadsheet must be saved in the personal OneDrive associated with the Microsoft account that you used to
sign up for Copilot Pro. Copilot in Excel also works with files in OneDrive for Business and SharePoint, but you

|need a business account and a Microsoft 365 Copilot license to work with those options.

You can launch Copilot from the button at the right side of the Home ribbon.

You can launch Copilot from the button at the right end of the Home ribbon.

Copilot will appear in a pane pinned to the right side of the app, showing suggested prompts and a prompt area

where you can type in the details of what you want to ask Copilot to do with your data.

Tip

You can move and resize the Copilot pane using the icons at the top right of the Copilot pane. See Chapter 1,

“Introduction to Copilot Pro,” for step-by-step instructions on how to do this.




Copilot in Excel helps you create formulas, understand your data, apply color and formatting to your spreadsheet, and ask for help about how to use Excel.

If you open a spreadsheet that isn’t saved in your personal OneDrive, when you launch Copilot, you will get a
message that tells you Copilot can only work with files that have AutoSave turned on. You will need to save your

spreadsheet to your OneDrive before you can continue.

Copilot will only work with files saved in the cloud, with AutoSave turned on.

Select the Turn on AutoSave button to get more instructions, telling you where you need to save your file to

continue.

To work with Copilot, your spreadsheet must be saved in your personal OneDrive.

Copilot works best with structured data formatted as a table, but it can also work with a table-like range. A table-like
range has a single header row with different column names, no empty rows or columns, consistent data formatting

per column, and no subtotals.

If your data is in a supported table-like range, you will see the range in the prompt area, and you can work with it in

Copilot.

If your data is in a supported range, you will see the data range in the prompt area.

If your data does not meet these criteria, then when you try to use Copilot, you will get the following message.



If your data is not in a supported range, you will get a message describing the requirements and suggesting that you can format your data as a table.

In this case, you will need to format your data as a table to work with Copilot.

To format your data as a table

1. Select the range of cells you want to work with.

2. Select the Format as Table button on the Home ribbon.

Select the Format as Table button on the Home ribbon.

3. Choose the table style you want.

4. Confirm the selected range and select the checkbox to indicate that your table has headers.

Confirm the data range and select the checkbox to indicate that your table has headers.



5. Select the OK button.

6. Your data is now formatted as a table.

Your data is now formatted as a table.
Highlight, sort, and filter your data

Copilot makes it quick and easy to highlight, sort, and filter the data in your spreadsheet using natural language

prompts.
Highlight with conditional formatting

Copilot can help you apply conditional formatting to highlight key points, trends, or outliers in your data. This is
particularly useful when you have a large data table, and you want to quickly identify the outliers. You can use a
wide range of formatting options, from basic formatting like bold or italic, highlighting cells in different fill and font

colors, or using more sophisticated conditional formatting options like data bars and icon sets.
To highlight cells in your data

1. Describe the rule and the type of highlighting you want to apply to your data, and then select the arrow to send

your prompt.



Write a prompt that describes the rule and the formatting you want to apply to your data.

2. Copilot will respond by confirming your request and describing the details of the cells that will be changed and

the formatting that will be applied, for you to review before the changes are made.

Copilot responds by confirming and describing the formatting changes in detail.

3. If you are happy with the details, select the Apply button to apply the changes to your spreadsheet. If the details
are not as you expected, rewrite your prompt.

4. Copilot applies the requested formatting to your spreadsheet.

Important

Copilot will only highlight cells in a column, not entire rows.

Tip

You will get the best results from Copilot if you use the exact name of your column headers in your prompt.




Copilot applies the requested highlights to your data.

You can ask Copilot to apply conditional formatting to an entire column to help you visualize your data, without
describing a rule. This is useful if you want to use conditional formatting such as data bars or icon sets. Copilot will

automatically determine the patterns to use with these types of formatting, based on the values in the column.

Describe the type of conditional formatting pattern you want in the prompt area.

Ask Copilot to apply conditional formatting to an entire column without adding a rule.

Copilot responds with confirmation and a description of the changes, including a visual representation of the

formatting you’ve requested.

Copilot describes the changes for your review, showing a visual representation of the data bar with gradient green.



Select Apply to apply the formatting changes to your spreadsheet.

Copilot applies the data bar formatting to the Total Sales column as requested.

Sometimes when you apply the formatting changes you’ve requested, the results may not be as you expected when

they are applied to your actual data, and you will want to undo the formatting changes made by Copilot.

In this example, the prompt asks Copilot to add an icon set to the Units Sold column to help identify patterns in the

sales data.

Write a prompt to ask Copilot to add conditional formatting to a column.

Copilot responds with a suggestion to add an icon set of three arrows to the column and shows a visual

representation of the icons it will use. Select Apply to make the changes.



Copilot describes the changes for your review, showing a visual representation of the three arrows in the suggested icon set.

When the formatting is applied to the spreadsheet, the results are not useful in identifying patterns with this dataset.
When the conditional formatting is added, there is one outlier that skews the pattern so that almost everything is

highlighted with a down arrow icon.

Copilot applies the icon set formatting to the Units Sold column as requested.

Copilot will always suggest an undo option when it confirms that it has made the requested changes so that you can

immediately undo the formatting if it isn’t helpful. Select the Undo button to remove the formatting changes.

Select the Undo button in the Copilot confirmation message to undo the changes.



Copilot confirms that it has completed the undo action.

Copilot confirms that it has reversed the last change.

In this example, describing a specific rule and using basic formatting provides a better result than applying the

conditional formatting pattern. You can ask Copilot to identify the top values in a column automatically.

Describe the formatting and a rule to apply it.

Copilot responds with confirmation and details of the request.

Copilot describes the changes for your review, showing a visual representation of the formatting requested.

Select Apply to accept and apply the new formatting. The top 20 values in the Units Sold column are now shown in

bold.



Copilot applies the bold formatting to the Units Sold column as requested.

Tip

You can ask for multiple formatting changes in a single prompt—for example, “Highlight the top 20 Units Sold in
bold and highlight all Cost per Unit above 20 in orange.”

You can also ask Copilot to apply other formatting changes to your data, such as changing a column to currency

format.

Write a prompt to ask Copilot to change a column to currency format.

Copilot confirms the requested change before giving you the option to apply it.



Copilot describes the changes for your review.

The Cost per Unit column is now shown in currency format, and the column widths have been adjusted to fit.

Copilot formats the column in currency format.
Sort your data

You can ask Copilot to sort your data by a specific column and describe the sort order. You can use simple language
to describe the sort, such as “largest to smallest,” or you can describe what you want using Excel terminology, such

as “descending order.”
To sort your data with Copilot

1. Write a prompt to describe the column you want to sort and the way you want to sort it, and then select the arrow

to send your prompt.

Tip

Remember to use the exact column names in your prompt for best results.

Write a prompt asking Copilot to sort a column from largest to smallest.

2. Copilot confirms the changes for your review. Select Apply to accept the changes.



Copilot describes the changes for your review.

3. Copilot has now sorted the data by the Total Sales column, in descending order.

Copilot sorts the data by the Total Sales column, from largest to smallest.

You can also sort by other types of columns, including those with text and dates. In this example, the prompt asks
Copilot to sort by the Category column, without describing the sort order. When you ask Copilot to sort by a text

column, it will automatically sort in alphabetical order.

Ask Copilot to sort by a text column without describing the sort order.

Copilot confirms the changes for your review. Select Apply to accept the changes.



Copilot describes the changes for your review.

The data is now sorted in alphabetical order by the Category column.

Copilot sorts the data alphabetically by the Category column.

Tip

Copilot can’t apply multilevel sorting. For example, if you ask Copilot in a single prompt to sort by Category then

by Units Sold, the result will be sorted only by the Units Sold column.

Filter your data

Copilot can help you apply or remove filters on the columns in your data so that you can focus on the data that

matters most.

To filter your data with Copilot



1. Describe the filter you want to apply and select the arrow to send your prompt.

Write a prompt to ask Copilot to filter the data by the sales date.

2. Select Apply to accept the changes.

Tip
Although it is best to use exact column names, in this example the prompt asks Copilot to filter by the date of

sale, and Copilot is able to correctly interpret the request.

Copilot describes the changes for your review.

3. Copilot filters the data by the Date of Sale column so that you now only see rows where the sale occurred in

March 2024.

Copilot filters the data by the Date of Sale column.



If you ask Copilot to apply another filter, it will apply that as a second filter, with the first one still in place.

Ask Copilot to apply a second filter to your data.

Copilot confirms the details. Select Apply to accept the changes.

Copilot describes the changes for your review.

The data is now filtered both by the date of sale and the cost per unit, showing only those rows where the cost per

unit is under 10 and the sale was in March 2024.

Copilot filters the data by the Cost per Unit column.

You can also ask Copilot to remove the filters.

Tip

You can ask Copilot to remove specific filters by specifying the columns, with a prompt like “Remove the filters

from the Cost per Unit and Date of Sale columns.”




Write a prompt to ask Copilot to remove all filters.

Copilot describes the requested changes. Select Apply to accept the changes.

Copilot describes the changes for your review.

The filters have now been removed from your table.

Copilot removes the filters from the columns.

Generate formula columns

Copilot can help you write formulas to perform calculations on your data. You can describe what you want in
natural language without knowing any details of the formula, and Copilot will suggest and explain the formula to

you, giving you a button to instantly add it to your table as a new column.

You can start by asking Copilot to suggest a formula column that would be a good fit for your data by using the
suggested prompt. This prompt appears at the top of the Copilot pane when you first launch Copilot. You can find it
again by scrolling to the top of the chat history in the pane, or you can type ’Suggest a formula column” in the

prompt area.



Scroll to the top of the conversation history to find the prompt button to suggest a formula column.

Copilot will respond by suggesting a formula column, providing a description and a sample of the output. In this

example, where the data contains sales and unit costs, Copilot suggests a formula to calculate the profit for each

product.

Copilot suggests a formula and provides a description of the formula and sample output.

Expand the Show explanation option under the formula to get a full explanation of what the formula is and what it

will do.

Expand the Show explanation menu to see a full explanation of the formula.

You can select the Copy icon at the top right of the formula to copy the formula if you want to work with it yourself

in the formula bar or use it elsewhere.



Select the Copy icon to copy the formula to your clipboard.

Hover over the Insert column button at the bottom of the Copilot response to get a preview of the new column

before adding it to your table.

Hover over the Insert column button to get a preview of the column in your table.

Select the Insert column button to add the column to your table. Copilot adds the column and responds with a

confirmation message.

Tip

You can select the Undo button in the Copilot response to remove the new column.




Copilot adds the column to your table and confirms with a message that includes an Undo button.

You can ask Copilot to help you with any formula you want to create by describing what you want in the prompt

area. In this example, the prompt asks Copilot to split an existing column into two separate columns of data.

Describe the formula you want to create in the prompt area.

Copilot responds with a description of the formula needed to make the change. In this example, two formulas are

needed, and Copilot breaks down the explanation for each.

Copilot describes that it will create a formula for the Product Code column by extracting the product code from the
product name by taking the text before the first space. It also describes that it will create a formula for the Product
Name column by extracting the name of each product by removing the initial code from the Product column,

providing a clearer view of the product names in the table.

Copilot suggests the formula and provides an explanation for each part.



Copilot also shows a preview of the two new columns for Product Code and Product Name, with sample data from

the table.

Copilot shows a preview of the data in the two new columns.

Select the Insert columns button to add the new columns to your table.

Copilot adds the new columns to the table.

You can ask Copilot to help you write a formula that references data in another table in your workbook. In this
example, there is another table called “Inventory” in a separate sheet, which contains data about the stock on hand

for each product.



Copilot can help you write formulas that reference other tables in your workbook.

Write a prompt to ask Copilot to write the formula, describing the data you want to get from the other table. To get

the best result, include details such as the table name and column where Copilot will find the data you want to add.

Write a prompt that describes the formula you want to create.

Copilot responds with a suggested formula for you to review before accepting it. Select the Insert column button to

accept the suggested formula and create the new column.



Copilot suggests a formula for your review before accepting it.

Copilot adds the formula and the new column to your table.

Copilot adds the new column to your table.

Tip

You can also ask Copilot for help with constructing or understanding formulas, or how to do things in Excel, with

prompts such as “Can you give me an example of how to use =XLOOKUP” or “How do I add subtotals?”

Understand your data

Copilot can help you gain insights and identify patterns, trends, or outliers in your data. You can ask Copilot to give

you general insights, or you can ask a specific question about your data.



You can start by asking Copilot to automatically analyze your data and discover insights by using the prompt “show

data insights.” You can enter this into the prompt area or select it when Copilot suggests it as a prompt.

Select the suggested prompt or enter “show data insights™ into the prompt area.

Tip

You can also scroll back to the top of the Copilot chat and select the Understand suggested prompt to ask Copilot to
summarize your data using PivotTables or charts. This more specific prompt asks Copilot to provide a summary,
while the broader prompt “show data insights” will help you discover insights in your data. Depending on your

dataset, you may get similar or very different results from each of these options.

Copilot will respond with insights from your data, which may include a preview of a chart and a description. In this

example, Copilot returns a chart showing sales by date.

Copilot responds with insights from your data, which may include a chart.

Copilot also provides a description of the insight provided. Depending on the insights, this message can be a simple
confirmation or may include a description of specific insights. There is a Copy button that you can use to copy the

description to your clipboard if you find it useful and want to use it somewhere else.



Copilot provides a description of the insight as part of the response.

Select the Add to a new sheet button under the preview of the chart to create a new sheet in your workbook and add

this PivotChart with the related data to that new sheet.

Copilot adds the data and the PivotChart to a new sheet.

Copilot confirms the action and includes buttons you can use to undo the change or navigate back to your data.

Select the Go back to data button to return to your original sheet.

Copilot confirms the action and gives you options to Go back to data or Undo.

You can ask Copilot for another insight, or you can ask for all the insights it can find in a single action. You may see



this as a suggested prompt that you can select, or you can type the prompt “Add all insights to grid” in the prompt

darea.

Copilot suggests the “Add all insights to grid” prompt.

Copilot creates a new sheet in your workbook and adds charts for all the insights it can find in your data.

Copilot adds a new sheet to your workbook with charts for each insight it found.

Select the Go back to data button in the Copilot chat or select the tab for the sheet that contains your original table.

You can ask Copilot about specific data points or insights in your data, including asking questions that require

Copilot to perform calculations or generate charts.

You can ask Copilot a specific question about your data.

Copilot analyzes your data and presents the results with an explanation. You can choose to add the results to a new



sheet or copy the details, or you can just read the insights in the chat and move on to the next question.

Copilot analyzes your data and answers the question.

You can ask questions that involve multiple dimensions in your data.

Ask Copilot a question that involves multiple dimensions in your data.

Copilot presents the results in a table, together with a summary description of the results in natural language.

Copilot returns the results as a table and description.

You can also ask Copilot a more general question to help you understand your data across different dimensions.



Ask Copilot a more general question to help understand your data.

In response to this type of prompt, Copilot will generate a PivotChart to help you visualize and analyze your data,

and a description of the insights.

Copilot creates a PivotChart and description of the insights to help you visualize and understand your data.

Select Add to a new sheet to create a new sheet in your workbook and add this PivotTable and chart to that sheet.



Select Add to new sheet to add the PivotTable and chart to a new sheet in your workbook.
Skills review
In this chapter, you learned how to:

o Get started with Copilot in Excel, understand the requirements for working with Copilot in Excel, and format
your data as a table.

o Apply conditional formatting to your data, and sort and filter data using Copilot.

o Generate formula columns by describing the formula in natural language.

e Understand your data by asking Copilot to automatically analyze your data for insights and by asking specific

questions about your data.

Practice tasks

Before you can complete these tasks, you must copy the book’s practice files to your computer. The practice files for

these tasks are in the CopilotProSBS\ChO05 folder.



The introduction includes a complete list of practice files and download instructions.

Get started with Copilot in Excel

Using the file “Packaging Inventory.xlsx” provided in the practice files, perform the following tasks:

. Save the file to your personal OneDrive that you used to sign up for Copilot Pro.
. Open the file in Excel.
. Select the data in the sheet.

. On the Home ribbon, select Format as Table.
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. Select a style of your choice. Choose a style that leaves the main rows of the table in white so that you can see the
highlights that you will add later.

6. Launch Copilot by selecting the icon at the right end of the Home ribbon.

Highlight, sort, and filter your data
Continue working from where you finished the previous task, and then perform the following tasks:

1. Enter the following prompt into the Copilot prompt area: Highlight the highest values in Reorder Quantity in
yellow.

. Wait for Copilot to respond, and then select Apply to add the highlights to your sheet.

. Enter the following prompt: Add data bars to the Quantity in Stock column.

. Wait for Copilot to respond, and then select Apply to add the highlights to your sheet.

. Enter the following prompt: Sort by Quantity in Stock in descending order.

. Wait for Copilot to respond, and then select Apply to apply the sort to your table.

. Enter the following prompt: Filter by Supplier ID SUP1004.

. Wait for Copilot to respond, and then select Apply to apply the filter to your table.

. Select the Undo button in the Copilot confirmation message to remove the filter.

. Enter the following prompt: Show items with Description that includes Bubble Wrap.

. Wait for Copilot to respond, and then select Apply to apply the filter to your table.

. Select the Undo button in the Copilot confirmation message to remove the filter.

. Enter the following prompt: Format unit price as currency.
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. Wait for Copilot to respond, and then select Apply to accept the formatting changes.



Generate formula columns

Continue working from where you finished the previous task, and then perform the following tasks:

. Scroll to the top of the Copilot chat and select the button Suggest a formula column (or type Suggest a formula

column into the prompt area).

. Wait for Copilot to respond, and then select Insert column to add the column to your table.
. Enter the following prompt: Split the Location column into separate columns for Section and Shelf.

. Wait for Copilot to respond, and then select Insert columns to add the columns to your table.

Understand your data

Continue working from where you finished the previous task, and then perform the following tasks:
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. Scroll to the top of the Copilot chat and select the button Show data insights (or type Show data insights into

the prompt area).

. Wait for Copilot to respond, and then select Add to new sheet to add the chart and related data to a new sheet in

your workbook.

. Select Go back to data in the Copilot confirmation message.

. Select the suggested prompt Add all insights to grid (or type Add all insights to grid in the prompt area).
. Wait for Copilot to create a new sheet showing a range of charts and insights. Review the created charts.

. Select Go back to data in the Copilot confirmation message.

. Enter the following prompt: Show me reorder quantity by Supplier ID.

. Wait for Copilot to respond, and then select Add to new sheet to add the chart and related data to a new sheet in

your workbook.

. Select Go back to data in the Copilot confirmation message.
. Enter the following prompt: Which cardboard box has the highest unit price.

. Wait for Copilot to respond, and then view the results.
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Copilot in Outlook

In this chapter

o Get started with Copilot in Outlook

e Draft an email
e Summarize an email thread

e Improve your emails with Coaching by Copilot
e Use Copilot in the Outlook mobile app

Practice files
No practice files are necessary to complete the practice tasks in this chapter.

Copilot in Outlook can help you save time when working with email by helping you create a first draft of a new
email or reply. You can use a natural language prompt to describe what kind of email you want and choose from a
list of quick options for tone and length or describe your own style in detail. You can work with Copilot to redraft
your email by adding additional information or by changing the tone and length until you are happy with it. You are

always in control, choosing when to keep or discard the email drafts and making final edits before sending.

You can also use Copilot in Outlook to help you catch up on long email threads, using the Summary by Copilot
feature. Copilot will identify and summarize the main points of the email thread for you, providing citations to help
you refer back to the original email source for each point in the summary. You can copy the summary to use

somewhere else, such as in your notes or in another email.

Copilot can also help you write better emails by offering coaching suggestions to improve the tone, reader
sentiment, and clarity of your emails. You will get suggestions about different words and phrases to use that help

you write clearer, more positive emails that encourage responses and ongoing collaboration.

In this chapter, you will learn how to use Copilot in Outlook on both desktop and mobile experiences to draft emails,

summarize email threads, and improve your emails with coaching.
Get started with Copilot in Outlook

You can use Copilot in Outlook in web, Windows, Mac, and mobile experiences when drafting a new email,
replying to an email, or reading an email thread. In this section, you will learn how to access Copilot in Outlook on

the web and desktop experiences.



See Also

'You will learn how to use Copilot in the Outlook mobile app in the last section of this chapter.

. _______________________________________________________________________________________________|
Important

To use Copilot in Outlook with your Copilot Pro license, your Microsoft account that you used to sign up for
Copilot Pro must be an email address from outlook.com, hotmail.com, live.com, or msn.com. Microsoft accounts
using Outlook with an account from a third-party provider such as Gmail or Yahoo won’t have access to Copilot in

Outlook. You cannot use your work account for Copilot in Outlook with your Copilot Pro license.

You will find Copilot in Outlook when you are drafting a new email or reading an email thread.
When you are drafting an email, you will find Copilot on the Message ribbon.

e The Draft with Copilot option will help you draft a new email or a reply to an existing email.

e Coaching by Copilot will help you rewrite the content in your draft.

Start a new email and select the Copilot icon on the Message ribbon.

You will also find the Summary by Copilot feature at the top of any email thread. This can help you quickly

understand the context of a long email thread with multiple replies without needing to read through all of them.

Select an email thread to view the Summary by Copilot feature.


http://outlook.com
http://hotmail.com
http://live.com
http://msn.com

Draft an email

You can save time when writing emails by describing the email you want to write and asking Copilot to write the
first draft. Copilot can help you write a new email from scratch or reply to an existing email using the context of that

email.
Use Copilot to draft a new email

In this section, you will learn how to use a prompt to ask Copilot to draft an email for you. You will also learn how

to select the tone and length, and how to regenerate and refine the draft until you are ready to send it.
To draft an email message with Copilot in Outlook

1. Start a new email message.

2. Select the Copilot icon on the Message ribbon and select Draft with Copilot.

Tip
You will only see the Copilot icon when you have a new or draft email open. It does not appear on the main

Home ribbon in Outlook.

Select the Copilot icon and select Draft with Copilot.

3. This opens a Draft with Copilot pane. Describe the email you want to draft. In this example, you are writing an
email to your contact at Wide World Importers, an import company that buys and sells unique pieces of art from

around the world, to ask about new pieces coming in.



Describe the email you want Copilot to help you draft.

Tip

The Draft with Copilot feature works best with a short general prompt. If you write a longer prompt with a lot of
detail, Copilot will tend to just repeat what you’ve written. If you have a longer and more descriptive prompt in

mind, write that as a draft and use the Coaching by Copilot feature described later in this chapter to help you

improve it.

4. Select the slider icon to select the tone and length of your email.

Tip

If you want a more specific tone or style than what is offered in this list, describe it in your prompt. You can also

refine and change the tone and length selections after the first draft.




Select the tone and length you want for your draft.

5. When you have made your selections, select the Generate button to send the prompt to Copilot.

6. Copilot responds with a draft email based on the prompt and the options you selected for tone and length.

Copilot generates a draft email based on your prompt and selections for tone and length.

7. You can choose to iterate on the draft by describing any changes you want to make, keep it, discard it, or generate
a new version. Select the Retry button to regenerate a new draft using the same prompt and selections for tone

and length.

Select the Retry button to regenerate a new draft of the email.

8. Copilot generates a new draft of the email. Depending on your prompt, this may or may not be very different



from the first version.

Tip
The broader or more general your prompt, the more differences you will see in automatically generating a new

draft this way.

Copilot generates a new draft of the email.

9. Select the slider icon to expand the list of options to change the length and tone. You can choose one of these

options if you want to generate a quick new draft of your email. Select the option Make it sound more casual.

Select the slider icon to select from quick options to change the tone and length.

0. Copilot generates a draft of the email using the selected tone.

Copilot regenerates the draft in a more casual tone.

1. Use the left and right arrows to navigate between and view the different versions of the draft.



Select the left arrow to navigate back to the previous version of the draft.

2. Choose the draft you like best to continue working. In this example, go back to the first version of the draft.
Rather than choosing from the preset options, you can refine your draft by describing exactly how you want to

change the tone, style, or length of the email. You can also describe additional detail or content you want to add
to the draft.

Describe how you want Copilot to redraft your email by describing what you want.

3. Copilot drafts a new version of the email based on your prompt.

Copilot drafts a new version of the email.

4. When you are happy with the draft, select the Keep it button to add it to your email.



The draft content is added to your email.

5. Add a subject line and make any edits to the draft before sending.

Important

|Copilot in Outlook does not send emails for you; it only creates a draft. You are in control of adding the draft

content to the email and sending the email when you are happy with it.

Use Copilot to draft a reply to an email

You can use Copilot to draft a reply to an email using one of the quick prompts or by describing what you want to

write. Copilot uses the context of the open email and your prompt to draft the response.
To use Copilot in Outlook to draft a reply to an email

1. Open an existing email message that you want to reply to and select the Reply button.

2. Copilot will suggest some prompts to generate a draft reply based on the email content.



Copilot suggests prompts to help you draft a reply.

3. Select any of these suggested prompts to generate a reply.

Copilot generates a response to confirm a meeting time.

4. You can choose to keep it, discard it, or regenerate a different version. You can also select a different tone or

length or describe what you want to change, as shown in the previous section. Discard this draft to return to the

email.

5. Select the Custom option.

Select the Custom option to open the Draft with Copilot pane.

6. This opens the Draft with Copilot pane, where you can describe the email reply that you want to draft. You can
also select the length and tone as shown in the previous section.

7. Write the prompt to generate the reply and select the Generate button.



Describe the reply you want Copilot to draft.

8. Copilot generates a reply based on the context of the original email and your prompt.

Copilot generates a reply based on the original email and your prompt.

9. You can discard, regenerate, or adjust for length and tone in the same way you did when drafting a new email.

When you are happy with the final draft, select the Keep it button to add it to the email, edit, and send.



The draft content is added to your email.

Summarize an email thread

Copilot can help you catch up on long email threads or find information in an email thread quickly using the

Summary by Copilot feature.

Important

The content of your email is not shared outside your tenant or with Microsoft when you use this feature. The

summary and the emails used in the summary remain private and secure.

To use Summary by Copilot to summarize an email thread

1. Open an existing email that is part of an email thread.

2. You will find Summary by Copilot at the top of the email thread.



Select the Summary by Copilet button at the top of an email thread to summarize that thread.

3. Select the Summary by Copilot button to generate a summary of the email thread.

4. Copilot summarizes the email thread and provides citations to where each point in the summary came from.

Copilot summarizes the email thread and provides citations.

Tip



'You can select the copy icon at the top right of the summary to copy the content of the email summary to use

somewhere else, such as copying it to a notebook or using it in another email.

5. Select any of the citation numbers to be taken directly to the email that was the source of that part of the

summary.

Select the citation number at the end of any point in the summary to go to the relevant email.

The original email is opened so that you can check the source of the summary.
Improve your emails with Coaching by Copilot

Copilot can help you write better emails by offering suggestions to improve the tone, reader sentiment, and clarity of
your draft before you send it. This is useful when you want to write your own first draft and then have Copilot check

it for you and coach you with ideas to make it better. Coaching by Copilot will offer suggestions in these three

categories:

e Tone suggestions help you rephrase parts of your email to use language that is more polite, friendly, or
professional. You will find suggestions here about adding a greeting, setting a positive or collaborative tone, or
using softer or stronger language.

e Reader Sentiment suggestions help improve empathy, ask open-ended questions, encourage open dialog, help the
reader feel involved in next steps, and facilitate ongoing communication or collaboration.

e Clarity suggestions help you reword parts of your email to provide context or to provide more specific details to

make the email clearer.
To use Coaching by Copilot to improve your emails

1. Draft an email with at least 100 characters.




Tip
Coaching by Copilot only works with drafts that are at least 100 characters long. If you write a draft shorter than

that, you will get a message that tells you to write at least 100 characters. You will get more value from Coaching

by Copilot with longer drafts.

Draft an email with at least 100 characters.

2. Select the Copilot icon on the Message ribbon, and then select the Coaching by Copilot option.

Select the Coaching by Copilot option from the Message ribbon.

3. Copilot shows a series of progress messages while it analyzes your draft and generates coaching suggestions.

Tip

Select the Stop generating button if you want to stop the process and redraft your email.

Copilot shows a series of progress messages while it generates coaching suggestions.



4. Copilot will present a pop-up window with coaching suggestions in the three categories: Tone, Reader Sentiment,

and Clarity. Select each category and scroll through to review the suggestions. The Tone suggestions are open
first.

Tip

You can generate new coaching suggestions by selecting the Regenerate button.

Copilot generates coaching suggestions for Tone, Reader Sentiment, and Clarity. The Tone suggestion is to convey concern politely.

5. Select Reader Sentiment on the left side to view the suggestions to improve in that category.

The Reader Sentiment suggestion is to encourage helpful response.

6. Select Clarity on the left side to view the suggestions to improve in that category.



The Clarity suggestion is to request specific details.

Important

Copilot does not automatically make these changes to your email. You decide which suggestions to follow and

manually rewrite your draft based on those suggestions.

Use Copilot in the Outlook mobile app

You can use all the same features of Copilot in Outlook on the Outlook mobile app to get help with drafting emails,

summarizing email threads, and getting coaching suggestions while you are working with email on the go.
Draft a new email with Copilot in the Outlook mobile app

Copilot can help you draft emails in the Outlook mobile app, with options to adjust the tone, length, and content of

the draft until you are happy with it.
To draft an email message with Copilot in the Outlook mobile app

1. Open the Outlook mobile app on your device and start a new email message.

2. Select the Draft with Copilot option that appears in the body of the email.



Select the Draft with Copilet option in the body of the email.

Tip

You can also select the Copilot icon in the menu bar to get to the Draft with Copilot option.




3. This will open the Draft with Copilot pane. Write a prompt describing the email you want to draft.

Write your prompt in the Draft with Copilot pane.

4. Select the slider icon to open the menu of options to set the tone and length of the email.

5. Select the options you want, and then select the Apply link at the top right of the panel.

Select the length and tone of your email draft, and then select Apply.

6. You will see a series of progress messages as Copilot drafts your email.

Tip

Select the Stop button on the progress bar to stop Copilot generating the draft.




Copilot shows a series of progress messages and an option to stop generating.

7. When Copilot has finished generating, you will see the draft content in the body of your email. The text is

highlighted to indicate that you haven’t yet accepted the content.

Copilot generates the draft and adds it to the body of the email. The text is highlighted to indicate that you haven’t yet accepted it.

8. At the bottom of the email, you will see the prompt you used to generate the draft, a prompt area where you can
describe what you want to change, and options to keep, discard, or regenerate the draft.

9. Select the Options button to open the menu of options to change the length and tone.

You can write a prompt to change the draft; keep, discard, or regenerate it; or open the menu of options to change the length and tone.

0. Select a different length or tone for your email. In this example, choose the Casual tone.



Choose a different length or tone to regenerate the email.

1. Copilot will regenerate your email draft using the selected option. This new draft will replace the previous draft in

the body of the email. The text is highlighted to indicate that you haven’t yet accepted it.

Copilot replaces the first draft with the new draft. The text is highlighted to indicate that you haven’t yet accepted the draft.

2. At the bottom of the email, you will find the option to scroll between the different versions of the draft, an option

to write a prompt to change any version of the draft, and the options to keep it, discard, or regenerate.

Select the Keep It button to add the draft content to the body of your email.

3. When you are happy with the draft, select the Keep It button to add the draft content to your email, and then

continue to edit, add a subject line, and send.



The content of the draft is now in your email ready for you to edit and send.

Use Summary by Copilot in the Outlook mobile app

Copilot can help you summarize email threads in the Outlook mobile app, providing you with the key points in the

thread and citations to view the original email for each point.
To summarize an email thread using the Outlook mobile app

1. Open an existing email that is part of an email thread.

2. Select the Copilot icon in the menu at the top right of the app.

Open an email that is part of an email thread, and then select the Copilot icon in the top menu of the app to generate a summary of the thread.

3. Copilot shows a series of progress messages and then displays the generated summary.



Copilot shows a series of progress messages while it generates the summary.

Tip

Select the Stop button to stop Copilot from generating the summary.

Copilot generates a summary of the email thread with citations for each part of the summary.

Tip

'You can select the copy icon to copy the summary content to your device clipboard.

4. Select any of the citation numbers to get the details of the message that is the source for that part of the summary,

and a link to follow to view it.



Select the citation number to view the message that was used for that part of the summary.

Use Coaching by Copilot in the Outlook mobile app

Copilot can coach you to write better email messages by analyzing your draft for tone, reader sentiment, and clarity.

To improve your email draft with Coaching by Copilot in the Outlook mobile app

1. Draft an email message with at least 100 characters.

Draft an email with at least 100 characters.

2. Select the Copilot icon on the menu at the bottom of the email to expand the options.

Select the Copilot icon at the bottom of the email.



3. Select the Coaching by Copilot option.

Select the Coaching by Copilot option.

4. Copilot shows a series of progress messages while it generates the coaching suggestions.

Tip

Select the Stop button to stop Copilot generating the coaching suggestions at any point.

Copilot shows a series of progress messages while it generates the coaching suggestions.

5. Copilot generates suggestions to help you improve the tone, reader sentiment, and clarity.



(Fy Coaching by Copilot

Tone v
Express more enthusiasm

The email effectively conveys gratitude for the safe
delivery and the care taken during shipping. However, it
could benefit from a more enthusiastic tone to match th...

Reader Sentiment v

Make reader feel valued

Your acknowledgment of the effort put into the packaging
and shipping process is clear. However, making the reader
feel more personally appreciated and involved would ele...

Clarity v

DA crmanifin and dlacarviadiua

() Regenerate %) ${

(i) Al-generated content may be incorrect

Copilot generates coaching suggestions to help you improve tone, reader sentiment, and clarity.

6. Select the expand icon next to each section to read the full list of suggestions.

) Coaching by Copilot
COUId DEeNETIT Trom a more entnusiastic tTone 10 matcn e
positive sentiment behind the message.

Suggestions

+ Start with "I'm thrilled to inform you" instead
of "l wanted to let you know" to immediately
express excitement.

« Use "I'm absolutely delighted with my
purchase" instead of "l am happy with my
purchase" to enhance the positive feedback.

- Include a sentence like "Your dedication
shines through in every detail!" to add a
personal touch and reinforce the appreciation.

Expand the section to view the full list of suggestions for that category.

7. You can choose to use any of these suggestions in your email draft before sending it.



Important

Copilot does not automatically make these changes to your email. You decide which suggestions to follow and

manually rewrite your draft based on those suggestions.

Skills review

In this chapter, you learned how to:

¢ Draft an email in Outlook by describing the email you want and then selecting and adjusting the tone and length.

e Regenerate email drafts by writing a prompt to change the content, tone, or length, or by choosing from the preset

options.
e Summarize an email thread and view the original emails used for each part of the summary.
e Improve the tone, reader sentiment, and clarity of your emails by using Coaching by Copilot.

e Use Copilot in the Outlook mobile app to draft emails, summarize email threads, and improve your emails with

coaching.

Practice tasks

No practice files are necessary to complete the practice tasks in this chapter.

Get started with Copilot in Outlook

Open your preferred Outlook application on the web, Windows, or Mac, and then perform the following tasks:

1. Start a new email.

2. Select the Copilot icon on the Message ribbon to view the options to Draft with Copilet or use Coaching by
Copilot.
3. Select any email in your inbox that is part of an email thread.

4. Notice the Summary by Copilot option at the top of the email thread.

Draft an email



In your preferred Outlook application on the web, Windows, or Mac, perform the following tasks:

1. Start a new email.

2. Select the Copilot icon on the Message ribbon and select Draft with Copilot.

3. In the Draft with Copilot prompt area, enter the following prompt: Write an email inviting a group of friends
to my place for a casual pizza dinner on Saturday night.

4. Select the slider icon to open the options to set the Tone and Length. Choose Casual tone and Medium length.

5. Select the Generate button and wait for Copilot to finish generating the email draft.

6. In the Anything you’d like to change area, write the following prompt and then select the arrow to submit the
prompt to Copilot: Ask people to share their favorite pizza related songs by email to add to a playlist.

7. Wait for Copilot to finish generating the draft. Use the left and right arrows to switch between the first draft and
the new draft.

8. Choose the one you like best, and then select the Keep it button to add it to an email.

9. Discard the email draft.

Summarize an email thread

In your preferred Outlook application on the web, Windows, or Mac, perform the following tasks:

1. Select any email in your Inbox that is part of an email thread.
2. Select the Summary by Copilot button at the top of the email thread.
3. Wait for Copilot to generate the summary and then view the results.

4. Select one of the citation numbers and view the email that was used for that part of the summary.

Improve your emails with Coaching by Copilot

In your preferred Outlook application on the web, Windows, or Mac, perform the following tasks:

1. Start a new email.

2. Enter the following text in the body of the email: Thank you so much for helping me put together the annual
report. That was a huge job, and I couldn’t have done it on my own.

3. In the Message ribbon, select the Copilot icon, and then select Coaching by Copilot.

4. Review the coaching tips by selecting each of the categories (Tone, Reader Sentiment, Clarity) on the left side of
the coaching panel and scrolling through each to read the details.

5. Choose one of the suggestions and edit your original email to improve the tone, reader sentiment, or clarity.

Use Copilot in the Outlook mobile app

Open the Outlook mobile app on your device, and then perform the following tasks:
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. Start a new email.
. Select the link to Draft with Copilet in the body of the email.

. Enter the following into the Draft with Copilot prompt area: Thank my friends for coming to my place for

pizza and music.

. Select the arrow to send the prompt to Copilot.

. Wait for Copilot to finish generating the draft.

. Select the Options button at the bottom of the email, and then select Make it a poem.
. Wait for Copilot to finish generating the draft.

. Select Discard all to discard the draft.

. Close the email draft.
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Copilot in Word

In this chapter

e Start Copilot in Word

e Create a draft of your document

e Draft additional content in an existing document

e Rewrite content

e Transform content into a table

e Chat with Copilot

Practice files

No practice files are necessary to complete the practice tasks in this chapter.

Copilot in Word can help you quickly and easily draft content for your documents, rather than starting with a blank
page. You can use a natural language prompt to describe what you want to write, and Copilot will write a first draft
for you. You can use Copilot to help you write any type of content—for example, a simple paragraph or list of bullet
points, an outline for a story, a business proposal, a piece of creative writing, or even a whitepaper. You can also use
Copilot to rewrite existing content, immediately giving you multiple alternative versions of text that you can use in
your document. Copilot can help you transform text into a table and then add, remove, or merge columns in your
table, adding additional content using context. You can also chat with Copilot to summarize an existing document,

ask questions about the content of a document, or generate answers to general questions to help you as you write.

This chapter guides you through using Copilot to generate documents across a range of different scenarios, showing
the variety of results you can get with different prompts. You will learn how to use Copilot to edit and transform
your document, and the ways you can chat with Copilot to get answers to your questions while working with an

existing document or generating new content.

See Also

'You can learn more about how to write effective prompts to generate content in Word in Chapter 2, “Writing

effective prompts for Copilot.”

Start Copilot in Word

There are two ways to work with Copilot in Word.



When you open a new document, you will see a prompt on the blank document with a Copilot icon, where you can
click or tap to start drafting content with Copilot. You will use this way of starting Copilot whenever you are
drafting, editing, or adding new content in your document. This is the main way to work with Copilot in Word, and

you will work with Copilot here for most of this chapter to draft, rewrite, and transform content.

Select the icon to draft content with Copilot in your document.

There is also a Copilot chat experience, which you can open by selecting the Copilot icon at the right end of the

Home tab of the ribbon.

Select the Copilot button on the ribbon.

This will launch the Copilot pane, which is docked to the right side of your screen, allowing you to chat with Copilot
while working on your document. You will use this to ask questions about your document or other information you
might need while working. You will use this part of Copilot in Word in the final section of this chapter, where you

learn to chat with Copilot.

Tip



You can close the Copilot pane using the close icon or move or resize it using the dropdown arrow.

Tip

You can also use Copilot in Word on the web, Word for Microsoft 365 for Mac, and Word for iPad.

Create a draft of your document

In this section, you will learn how to draft documents in Word using Copilot, as well as how to use Copilot to help

you refine the draft and add more content.
Draft content using a prompt
To draft new content for your document

1. Select the Copilot icon on your document to open the Copilot prompt pane.
2. Describe what you’d like to write with a simple phrase.

3. Select the Generate button in the prompt area.

Type your prompt into the Copilot prompt area.
Write a simple prompt

Start by writing a simple prompt to get Copilot to help you write a draft—for example, “Help me write about the

benefits of graphic novels for children.”



Type in your prompt and select the Generate button.

You will see a series of progress messages, such as “Creating a draft,” “Pulling things together,” and “Working on

it,” while your document remains blank.

Copilot shows a series of progress messages while it drafts the content.

Tip

If you make a mistake or change your mind about your prompt, you can select the Stop generating button or hit the

Esc keyboard button at any time to stop Copilot and enter a new prompt.

After a moment, you will start to see Copilot generating the content in chunks while the progress messages keep
running. The length and style of the generated content will depend on your prompt, but for a simple general prompt
like the one shown here, you will usually get a document of about 1-2 pages. Wait for Copilot to finish generating

the draft.

Tip

Do not click away or work on other windows or apps while Copilot generates the draft. When you are working with
Copilot in draft mode, you will have options to edit your prompt or refine your draft. If you click away, you will lose

those options.

Important

The nature of generative Al is that it is creative, so you will not always get the same results from the same prompt

every time.




Copilot generates the content in chunks while showing a progress message.

When Copilot has finished generating the content, you will be taken to the end of the draft, and you will see a
prompt ready for you to choose your next step. Note that the generated text is highlighted in pale blue. This is
because it is still only a suggested draft from Copilot, which you haven’t yet decided to keep or add to your

document.

Copilot has finished drafting the content.

You now have the following options available:



e Select the Edit icon to change your prompt and redraft the content.

o Select the Keep it button to accept the draft as it is and add it to your document.

o Select the Regenerate icon to prompt Copilot to generate a different draft based on the same prompt.

e Select the Delete icon to delete the draft.

e Type an additional prompt in the prompt area to refine or change the draft—for example, for length, tone, or

audience.

You can choose to edit, keep, regenerate, delete, or refine your draft.
To generate a different draft with the same prompt

1. Select the Regenerate icon.
2. Wait for Copilot to finish generating the new draft. You will know this is done when the progress messages stop

and you see the same edit pane.

The regenerated content will be different from the first version—it can be quite similar or very different depending

on your prompt.

When the new draft is completed, you have the same options to edit, keep, regenerate, delete, or refine your draft.
Note that this time next to the edit icon there are two versions of the draft, and you can switch back and forth
between the first version and the regenerated version using the left and right arrows. At this stage, neither draft is

part of your document because you haven’t kept either one.

You can switch back and forth between the first draft and the regenerated draft.
To generate a different draft with a change to your prompt

1. Select the edit icon.
2. The Draft with Copilot pane will appear with your original prompt.
3. Edit the prompt to change the word “children” to “young adults.”

4. Select the Generate button.



You are still in drafting mode because you haven’t yet selected the Keep it button to add the content to your
document. Use this option when you want to make a small change to your original prompt and keep the previous

version(s) of the drafts to compare and make your final selection.

Edit your Copilot prompt to create a new draft.

Copilot will generate a new draft based on your edited prompt. Note the change in heading and content. You now
have three different drafts, and you can switch back and forth to compare the original draft, the regenerated draft,

and this new draft with the edited prompt.

Copilot generates a new draft based on your edited prompt.
To fine-tune the draft by providing additional prompts

1. Click or tap in the prompt box on the edit pane. This will open a prompt area where you can type in a new prompt
to fine-tune and regenerate your draft.

2. Select the arrow to regenerate your draft.



Type in a new prompt to refine and regenerate your draft.

» «

You can fine-tune your draft with common prompts such as “make it shorter,” “make it longer,” or “change to a
more professional tone.” You can also fine-tune with more specific prompting, such as asking for it to be a particular
length or style, to use simpler or more complex language, to include or exclude specific content, or to target the
content to a particular audience. Your options and the results you get will vary depending on your content. Try

different things to see what works.

Use this option when you want to provide additional or different information to refine the draft. This prompt iterates
your draft, working with the context of what you have already prompted and drafted. You don’t need to restate the

content from your original prompt.

Tip

Starting with a general prompt and then using this feature is an effective way to work with Copilot to get the final
content you want. You can go through multiple iterations to continue to refine and then select whichever version of

the draft you prefer.

Copilot generates a new draft based on your refined prompt. You now have four versions of the draft to select from,

and you can scroll back and forth to select the one you want using the left and right arrows.



Copilot generates a new draft based on your edited prompt.

To add the draft content to your document

1. Scroll back and forth through the different versions of the draft, using the left and right arrows, until you find the
one that is the best fit.
2. Select the Keep it button to keep that version of the draft.

3. That draft content will now be added to your document, and the other versions of the draft will be discarded.

Notice that the pale blue highlighting is gone, and the Copilot editing pane is no longer there.

Important

Once you select the Keep it button, you will not be able to go back to your prompt or to the other versions of the

draft.

The draft has been added to your Word document.
Draft content using a detailed prompt with context

In this example, you will see how a general prompt and a more detailed prompt can make a huge difference to the
results when drafting content with Copilot. Let’s start with a simple prompt in a different scenario, this time writing

a business case to go to a conference.



Type in your prompt and select the Generate button.

Copilot will generate the draft for you. The danger of a general prompt like this is that Copilot will generate fictional
details to build out the draft. For instance, in this example, it has added the name, dates, and location of a conference
that doesn’t exist. While this can be useful as a template that you can use to replace and fill in the correct
information, there is a danger of leaving Al-generated content in your document that isn’t real and shouldn’t be

there, or worse, not realizing that the content is fictional.

Important

Generative Al can generate content that isn’t real. Always read and check the content generated by Copilot before

using it.

Copilot has generated a draft that includes details of a conference that doesn’t exist.

You can give Copilot a more detailed and specific prompt for a situation like this, using up to 2000 characters.

Examine the detail, context, and instructions provided to Copilot in this prompt.



Help me write a business case for my manager for travel expenses to attend The Ultimate Children’s Literature
Conference in Sydney from 1-2 April. The conference runs over 2 days and includes all meals. I am asking for
$2000, to cover air fares ($500), accommodation for 2 nights ($500), and conference ticket ($1000). Focus on the
business benefits of me attending the conference. The biggest benefit will be that it can help us with our goal to
introduce a new series of graphic novels for young adults - T will be able to meet and network with potential authors

and major booksellers to learn about this. Make it concise, no more than 2 pages.

This prompt includes the name of the conference, the location, the dates, and the details of the expenses being
requested. It asks Copilot to focus the draft on the business benefits. It provides a particular benefit to focus on and

specifies the length of the desired output.

Tip

Use a more specific and detailed prompt when you want more control over the content of the draft. Copilot will be

more creative with a more general or simple prompt.

Tip

You can also include instructions in your prompt about what not to include—for example, do not include any details

about the conference location or venue.

Type in your prompt and select the Generate button.

This prompt generates a business case using the details provided.



Copilot has generated a draft based on the detail and context provided in the prompt.

Draft creative content

Copilot can also help you draft or come up with ideas for creative writing and content. In this example, we will use

Copilot to help with ideas for a novel for teenage readers.

Type in your prompt and select the Generate button.

Copilot generates a document with a plot summary, a list of characters, and an outline of suggested chapters. You

can edit and refine your prompt as shown earlier to iterate on this draft and come up with different ideas.



Copilot generates a draft outlining an idea for a novel.
Draft additional content in an existing document

In the previous section, you learned how to draft content in a blank document. You can also use Copilot to draft new

content in a document, using the content already in the document as a source.

Important

To generate content from other Word documents or PowerPoint presentations, you need a Microsoft 365 Copilot
|license. With your Copilot Pro license, you can use the techniques shown here to generate content based on

whatever you have in the document you are working on.

Draft additional content in an existing document

To draft new content in an existing document

1. Place your cursor in the document at the start of a new blank line, or press Enter to create a new paragraph in the
position where you want to add the new content.

2. Select the Copilot icon on your document to open the Copilot prompt pane.

3. Describe what you’d like to write using a simple or more detailed prompt.

4. Select the Generate button in the prompt area.



The Copilot icon appears when your cursor is at the start of a new blank paragraph.

Tip

If you don’t have an existing document to work with, you can create a document similar to the one used in this

section by starting with a blank document and using the prompt: Write a whitepaper on change management.

Select the Copilot icon to open the Copilot pane and enter your prompt.

Copilot will generate the draft based on your prompt. You have the same options to edit, keep, regenerate, discard,

or refine your prompt as you did when you created a draft in a blank document.



Copilot generates the new content. Select the Keep it button to add it to your document.

5. Select the Keep it button to add the new content to your document.

Draft ideas based on the existing document

You can use the same technique to draft content or ideas related to the document that you might use elsewhere, such

as ideas for titles, tags, or social media posts.

Start a new paragraph at the end of your document and enter your prompt. In this example, we ask Copilot to write

10 suggested titles for the whitepaper. This prompt is working with the content and context of this document.



Open the Copilot pane inside an existing document and enter a prompt to generate content or ideas related to the document content.

Important

|Copilot can work with documents up to about 80,000 words. If your document is longer than this, Copilot will
work from the beginning of the document up to that limit and may not use the content in the rest of the document

|beyond that.

Copilot generates the draft content based on the prompt.



Copilot generates the content based on the prompt.

Here is another example of how you can use Copilot to generate new content based on your document. You can ask
Copilot to write a social media post based on the whitepaper. Note that you don’t have to specify the source, because

you are using this prompt inside the existing document, so it will automatically use that content.

Ask Copilot to generate a social media post based on the content in the document.

Copilot responds with the content as requested.



Copilot drafts a social media post based on the document content.

You can regenerate and refine your draft and select the Keep it button when you want to add it to your document.

You can then cut, copy, paste, edit, and use that content in the document or elsewhere.

Draft additional content without using a prompt

You may want to add more to your draft without really knowing what to ask for. Copilot can suggest additional
content for you with the “Inspire me” option. The “Inspire me” option will only appear under the prompt when you

already have some content in your Word document; you will not be able to use this option with a blank document.

Tip

You can have a blank document with just a title and use the “Inspire me” option as a way to get started.

To draft additional content without a prompt

1. Place your cursor in the document at the start of a new blank line, or press Enter to create a new paragraph in the
position where you want to add the new content.
2. Select the Copilot icon on your document to open the Copilot prompt pane.

3. Select the Inspire me button.



Use this option when you need inspiration or ideas to build on your existing content.

Select the Inspire me button to generate content in an existing document, without using a prompt.

Copilot will draft new content to continue the writing. You can keep, discard, refine, or edit as you want.

Copilot generates additional content in the context of the document.

Tip

Try the “Inspire me” option in different places in your document, and with different types of content to see the

different results. It works more effectively with shorter content than with very long and detailed content.

Rewrite Content

Copilot can help you rewrite the content in your document in different lengths, tones, and styles, or simply give you
an automatic rewording. In this section, you will learn how to use Copilot to rewrite content using a prompt to

describe how you want it rewritten and how to use Copilot to automatically generate rewrites without using a



prompt.
Ask Copilot to rewrite content using a prompt
To rewrite content already in your document using a prompt

. Highlight the content you want to rewrite.
. Select the Copilot icon on your document to open the Copilot options to transform your content.
. Select Write a Prompt....

. Describe the changes you want to make to the highlighted content.
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. Select the Generate button.

Highlight the content you want to rewrite and select the Copilot icon in the document.

Tip

To create a document similar to the one used in this section, start with a blank document and use the prompt “Create

a program to help educate people on good nutrition.”

Copilot gives you options to write a prompt, auto rewrite, or visualize as a table. Start by selecting Write a Prompt.
Use this option when you can describe the changes you want to make to the content, such as the length, tone,

audience, content, or language used.

Select Write a Prompt.



Provide a simple or detailed prompt to describe how you want to change or rewrite the highlighted content. The
prompt is working in the context of what is already written, so you can use prompts such as “Make it longer” or

“Rewrite so that a child of 10 could understand.” You don’t need to include details about the existing content.

Type your prompt into the Copilot pane and select the Generate button.

Copilot drafts the rewrite based on your prompt. Use the options provided to edit your prompt, keep the draft,

regenerate, discard, or provide another prompt, as described earlier in this chapter.



Copilot generates a rewrite based on your prompt.
Automatically generate alternative drafts without a prompt
To generate rewrites of your content without using a prompt

1. Highlight the content you want to rewrite.
2. Select the Copilot icon on your document to open the Copilot options to transform your content.

3. Select Auto Rewrite.

Select Auto Rewrite.

Copilot will automatically draft three different versions of the highlighted content. You can scroll through them
using the left and right arrows at the top of the pane. Use this option when you want ideas about how to rewrite your

existing content, without making specific changes to the tone, length, or substance of the content.

Select the left and right arrows to review the three rewrites generated by Copilot.

When you have browsed through the rewrite options, you can:

e Select the Replace button to replace your original content with the rewrite.

e Select the Insert below button to add the rewrite to your document while keeping your original content.

Select the Regenerate icon to generate three new rewrite options.

Select the Tone icon to rewrite based on a list of tone options.



Select the Tone icon to select from a list of tones to rewrite the content.

Select the Professional tone and then select Regenerate.

Select the Professional tone and then select Regenerate.

You will now have another three rewrites of your content in the tone chosen. There is a header above the text
indicating the tone used in the rewrite. You can scroll through the options and continue to regenerate or add the

content to your document with the Replace or Insert below buttons.

Copilot provides three more rewrites in a professional tone.

Fine-tuning the automatically generated rewrites



Important

This option is only available when using Word for the web. It is not available in the Word desktop app.

If you use the web version of Word, you will find an additional option to fine-tune the rewrites with an additional

prompt.

Copilot in Word on the web version provides an additional option to refine the rewrite with a prompt.

This can be used in the same way as described earlier in this chapter for fine-tuning your draft of new content using

prompts.

Transform content into a table

Copilot can help you transform large blocks of text or bullet points in your document into a table format. This is
useful when you have a list of items with a similar structure that would be clearer as a table. You can also use

Copilot to fill the table with additional related content.
Visualize your content in table format

To transform your content into a table



1. Highlight the content you want to transform into a table.
2. Select the Copilot icon on your document to open the Copilot options to transform your content.

3. Select Visualize as a Table.

Select the content, open Copilot, and select Visualize as a Table.

Use this option for content that can naturally be presented in a table, such as lists of items or repeated descriptions

that could be grouped together.

Copilot will arrange your content into a table with headings. You can select the Keep it button to add the table to

your document, regenerate, discard, or refine the table with additional prompts.



Copilot transforms your content into a table with headings.

You can use the prompt here to ask Copilot to make changes to the table, including removing or merging columns or

adding new columns.

Tip

You can ask for multiple changes to the table in a single prompt.

Describe the changes you want to make to the table in the prompt area.

Copilot can generate new content in the table that wasn’t already in your document, based on what you describe in

the prompt. In this case, it has written new content using the context to describe the outcome of each module.



Copilot makes the changes requested and generates new content in the table.

Visualize as a table can also be useful for content such as a travel itinerary. In this example, an itinerary is listed line

by line, without any standard delineation (such as a comma or dash) between the different pieces of information in

each line.

You can use the Visualize a table option to transform the formatting of rows of content such as a travel itinerary.

Copilot can transform this into a much more readable table format.



Copilot transforms the travel itinerary into a table.

You can ask Copilot to split a single column into separate columns and add new information that was not already in

the document.

Describe the changes you want to make to the table.

Copilot will make the changes as requested. Note that it has also been able to fill in the airline name, which was not

in the document content, using generative Al.

Copilot separates the route into Departure and Destination and generates the name of the airline from the flight number.



Tip

You can also ask Copilot to merge columns together. In this example, you could use a prompt such as “Combine the

Date and Time Columns.”

Chat with Copilot

Start the chat with Copilot experience by opening an existing Word document and selecting the Copilot button at

the right end of the Home tab of the ribbon.

Select the Copilot button on the ribbon.

This will launch the Copilot pane, which is docked to the right side of your screen, allowing you to chat with Copilot

while working on your document.

Copilot pane with prompt suggestions and the prompt area.



Tip

You can close the Copilot pane using the close icon, or move or resize it using the dropdown arrow.

Tip

You can also select the microphone icon to dictate your prompt.

Summarize your document

To summarize the key ideas in your document

1. Open Copilot by selecting its button on the ribbon.
2. Select the suggested prompt Summarize this doc or type the prompt into the prompt area to provide more

information about the output of the summary—for instance, you can write a prompt such as “Summarize this

document in one paragraph.”

Important

There is a limit to the size of the document that Copilot can summarize. It can work with documents up to about
80,000 words. If you are working with a longer document, it may work only with the beginning of the document

(approximately the first 80,000 words) and not any content beyond that.

Copilot generates a summary of the document with references.



Copilot generates a summary of the main ideas in the document, providing citations to the relevant content for each

point. You can hover over each citation number to see more detail.

Hovering over the citation number provides detail from the document that was used to create the summary.

At the end of the summary, Copilot generates an expandable list of all the references used.

You can expand the full list of references at the end of the summary.

Finding all references in the document

You can also ask Copilot to find all references to a particular topic in the document.



Type a prompt into the pane to ask Copilot to find all references to a topic in the document.

Copilot returns a list of all the references to that content in the document, with citations that you can hover over for

more details.

Copilot lists all the references to training in the document, with citations.
Ask Copilot questions

You can use Copilot to ask specific questions about the content of your document or the topic related to your
document. This is particularly useful if you are given a long document and need to understand the content or find

answers quickly or if you need to do additional research while you are reading or drafting a document.

By default, Copilot has the web plug-in enabled, which means when Copilot responds to your questions, you will get
answers both from your document and from the web. You can set the toggle switch to off if you prefer to disable this

option for Copilot to use the web when generating responses.

Select the plug-in icon in the prompt area to view the status of the web content plug-in. It is enabled by default.

Type your question into the prompt area and press Enter or select the Send icon.



Type your prompt into the prompt area and press Enter.
Copilot responds, indicating information it found in the document and information drawn from sources on the web.

When Copilot finds the answer to the question in the document content, that section of the response will start with

the phrase “From your document:” and will provide citations to where that content is in your document.

Copilot responds with information based on the document content, with citations.

When Copilot uses the web to generate the response, that section of the response will start with the phrase “From the

web.” Copilot will provide citations and links to the websites it has used against each part of the text.

Copilot responds with information based on the web, with citations.

Important




Always check the content generated by Copilot for accuracy, particularly when it is not based on your document

content, before using it.

Using prompt suggestions and Copilot Lab

To discover more ideas for prompts you can use when chatting with Copilot in Word

1. Select the book icon in the prompt area.
2. Select one of the options to browse prompts arranged by type or select View more prompts to open Copilot Lab.

Select the book icon to open the prompt suggestions.

3. Select the Understand menu item to view a list of suggested prompts you can use to understand more about the

content of your document. You can select any of these suggested prompts and fill in additional information in the

prompt area.



Select the Understand menu option to view prompts relating to understanding the content of your document.

4. Selecting View more prompts will open the Copilot Lab window to provide you with more ideas. You can

browse and filter by the type of prompt and the type of job role or industry.

Select View more prompts to open Copilot Lab.

5. Understand is prefilled from our previous selection. Expand this menu to view the other options.

Select the filter to select the prompt type(s).

6. Expand the Job type menu to view a list of departments and industries that you can use to filter the suggested

prompts.



Select the filter to select the prompt type(s)

7. Select the ribbon icon on a prompt to save it for future reference. Click or tap a second time on the ribbon icon

to remove the prompt from your list of saved prompts.

Select the ribbon icon to save the prompt.

8. Select the Saved prompts button to view all the prompts you have saved.

Select the Saved prompts button to view all your saved prompts.

When you have finished working through the suggested prompts in Copilot Lab, close the pop-up Copilot Lab

window to return to your Word document.



Skills review
In this chapter, you learned how to:

e Draft content in a Word document using different prompting techniques, in a range of different scenarios.
e Use Copilot to draft new content based on an existing document.

e Rewrite content in an existing content using Copilot by writing prompts or using the Auto Rewrite feature.
e Transform content to visualize it as a table.

o Chat with Copilot to summarize your document, find all references to a topic, and get answers to questions.

Practice tasks

No practice files are necessary to complete the practice tasks in this chapter.

Start Copilot in Word
Start Word, and then perform the following tasks:

1. Create a new blank document.
2. Select the Copilot icon in the ribbon of the Home tab to open the Copilot pane.
3. Close the Copilot pane by selecting the X button at the top right of the pane.

4. Select the Copilot button on your document page to open the prompt area in the document.

Create a draft of your document

Continuing from where you left off in the previous step with the Copilot prompt area open in your document,

perform the following tasks:

1. Type the following prompt in the Copilot prompt area, and then press the Generate button: Help me create a

plan to improve my time management.
2. Wait until Copilot has finished generating your draft, and then review the content by scrolling through the

document. Do not click away from the document.

3. Select the Regenerate icon to generate an alternative version of the draft. Wait for Copilot to finish generating,



and then use the left and right arrows to compare the new draft with the first one.
4. Click or tap in the prompt area to refine your draft. Enter the following prompt: Add a section describing some
of the most popular time management methods.

5. Select the Keep it button to accept the draft into your document.

Draft additional content in an existing document
Using the document you created in the first part, perform the following tasks:

1. Scroll to the end of your document, create a new paragraph, and select the Copilot icon.
2. Enter the following prompt: Write 5 tips suitable to share on social media.

3. Select the Keep it button to add these to your document.

Rewrite content

Using the document you created in the first part, perform the following tasks:

1. Highlight the paragraph in the Introduction section, select the Copilot icon, and then select Auto Rewrite. Scroll
through the different versions to find the one you like best.

2. Select the Tone icon and choose Casual, and then select the Regenerate button.

3. Scroll through the different versions to find the one you like best and select the Replace button to replace the

original paragraph with this new one.

Transform content into a table

Using the document you created in the first part, perform the following tasks:

1. Scroll to the section of the document where Copilot added the section on popular time management methods and
highlight the bullet points in that section.

2. Select the Copilot icon, and then select Visualize as a Table.

3. Wait for Copilot to generate the table. Click or tap in the prompt area and refine your table by entering the
following prompt: Add a column describing the challenges. When Copilot has generated the new column,

select the Keep it button to add the table to your document.

Chat with Copilot
Using the document you created in the first part, perform the following tasks:

1. Open the Copilot side pane by selecting the Copilet icon on the ribbon.

2. Select the suggested prompt: Summarize this doc. When Copilot has generated the summary, read through it,



hover over one of the citation numbers, and expand the references list at the end.

. Ask a question in the prompt area: How can I avoid distractions?

. Ask a question in the prompt area: Who invented the Pomodoro technique?

. Select the book icon to view more suggested prompts. Select the View more prompts option to open Copilot
Lab. Browse and filter through the suggested prompts and select the ribbon icon on at least two prompts you
think you will use in future.

. Close the Copilot Lab window.

. Save your document if you wish to keep it; otherwise, close the document without saving.
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Copilot in PowerPoint

In this chapter

e Start Copilot in PowerPoint

e Create presentations
¢ Edit and organize presentations
¢ Understand presentation content

Practice files
No practice files are necessary to complete the practice tasks in this chapter.

Using Copilot in PowerPoint, you can type a natural language prompt to create a first draft of a presentation,
complete with presentation content, images, speaker notes, and design. Copilot can help you come up with new
ideas, learn more about a topic, or structure your existing content and ideas into a presentation that you can edit and
make your own. It can also help you understand the content of a presentation, when you need to understand a lot of

information quickly, and help you find answers to questions you have about the presentation or related content.

This chapter guides you through using Copilot for creating presentations, adding slides and images, using Copilot
and Designer together, organizing your presentation into sections, understanding the key points in a presentation,
summarizing information, asking questions related to the presentation and to your topic, and writing prompts to get

the best results.

See Also

Chapter 2, “Writing effective prompts for Copilot,” covers a range of prompting ideas and techniques that you can

Juse with Copilot in PowerPoint.

Start Copilot in PowerPoint
There are two ways to work with Copilot in PowerPoint.

When you open a new presentation, you will see the Copilot icon at the top left corner of the blank slide in the main
window. Click or tap the Copilot icon to start creating presentations or to ask Copilot questions. This option uses the
Narrative Builder to create structured presentations, allowing you to work with a presentation outline and refine the

content before generating the presentation.



Click or tap the Copilot icon at the top left of the blank slide in the main window to see options for creating presentations or asking Copilot questions.

You can also work with Copilot in PowerPoint using the chat experience in the side pane. To start the Copilot chat,

open a new blank presentation and select the Copilot button at the right end of the Home tab of the ribbon.

Select the Copilot icon on the ribbon.

This will launch the Copilot pane, which is docked to the right side of your screen, allowing you to chat with Copilot
while working on your presentation. This option allows you to work side-by-side with Copilot to create, edit, and

structure your presentation through an iterative conversation.



The Copilot pane shows prompt suggestions and the prompt area.

Tip

You can close the Copilot pane by using the Close icon or move or resize it using the dropdown arrow.

Tip

You can also use Copilot in PowerPoint on the web or on an iPad.

Create presentations

Copilot can create a first draft of a presentation for you based on a prompt or based on an existing document. It will
create slides with content, images, and speaker notes based on what you ask. In this section, you will learn how to
create presentations with Copilot using the Narrative Builder, a prompt in the chat pane, and a Word document, as

well as how to write effective prompts to create presentations.
Create a presentation using the Narrative Builder

Use the Narrative Builder to create a presentation when you want to generate and work with an outline of the

presentation structure and content before generating the full presentation.



To create a presentation using Narrative Builder

1. Start a new blank presentation.

2. Select the Copilot icon at the top left of the blank slide and select Create a presentation about....

Select the Copilot icon at the top left of the blank slide and select Create a presentation about....

3. This will open a new window with a prompt area at the top and a prompt that starts with Create a presentation

about....

4. Complete the prompt with the details of what you want your presentation to be about, using a simple phrase.

Complete the prompt in the Narrative Builder with the details of what you want your presentation to be about and then press Enter or select the Send icon
in the prompt area.

5. Press Enter or select the Send icon in the prompt area.

You will see a series of progress messages, such as “Generating presentation topics...,” “Gathering more ideas...,”

and “Adding more details...” as Copilot creates the presentation outline.



Copilot will show a series of progress messages as it generates the presentation outline.

Tip

You can select “Stop generating” or select the Esc key to stop Copilot from generating content.

When Copilot has finished generating, you will have a title and outline of the presentation based on your prompt.
The outline will include sections with bullet points under each one. When you generate a presentation based on this
outline, each main heading will become a section title slide, and each bullet point will become a slide with content,

images, and speaker notes.



Copilot generates an outline of your presentation, with a main heading, section headings, and bullet points under each section.

You can edit the outline at this stage by reordering the content, removing content, or adding new content.

To edit the presentation outline

1. Hover over the section you want to move or delete. You will see a Grip dots icon appear to the left of the section

and a Delete icon at the right end of the section.

Hover over a section to see options to move, delete, or provide feedback.

2. Select a section you want to move, and then press and hold the mouse button to drag and drop it to where you
want it in the presentation.
3. Select a section you want to delete and select the Delete icon to delete it from the outline.

4. Repeat this process until you are satisfied with the order and content of the presentation outline.



You can use the Narrative Builder to ask Copilot to create new sections of content in the outline before generating

the presentation.

To create new content using the Narrative Builder

1. Position your cursor between two sections. You will see an orange divider appear between the sections, with the
option to add more content.

2. Select the plus icon (+) to open the Copilot prompt area.

Position your cursor between sections to show the option to add more content to the presentation outline.

3. This opens a Copilot prompt area, with the beginning of a prompt to add a topic. Complete the prompt with the

details of the new section you want to add.

Enter the details of the new content you want to add to the presentation outline.

Copilot will show a series of progress messages as it generates the new content. When Copilot has finished

generating, the content will be added to the presentation outline.



Copilot generates content about the new topic based on your prompt and adds it to the presentation outline.

4. Repeat this process to generate any additional content you want in your presentation, until you are satisfied with

the outline.

5. When you have finished editing and adding new content to the outline, select the Generate Presentation button

to ask Copilot to start generating the presentation.

Select the Generate slides button to ask Copilot to generate the presentation.

Copilot will display a series of progress messages such as “Crafting a compelling narrative” and “Adding titles to
slides” as it generates your presentation. You will see the presentation generating in stages, first with headings

added, and then the outline of the content.



Copilot will show a series of progress messages as it generates the presentation.

When Copilot has finished generating the presentation, it will open in Slide Sorter view. You will see that the
presentation includes sections, content, and images on each slide, as well as speaker notes.

6. Select the Keep it button to keep the presentation or select the Delete icon to discard it.



When Copilot has finished generating the presentation, select the Keep it button to keep it.

Tip

'When you are ready to edit your presentation, switch to the normal view by going to the View menu and selecting

Normal view.

See Also

See the section “Edit and organize presentations” later in this chapter to learn how to use Copilot in the chat pane to

edit and add additional slides and images to your presentation.

Create a presentation using the Copilot chat pane

Use the Copilot chat pane to start with a blank presentation and ask Copilot to create a draft presentation by

describing what you want. When you use the chat pane, Copilot will immediately create a presentation in response

to your prompt.



To create a presentation from a prompt

1. Select the suggested Create a presentation about prompt or start typing Create a presentation about directly
into the prompt area.
2. Complete your prompt by describing what you want the presentation to be about with a simple phrase.

3. Press Enter or select the Send icon in the prompt area.

Type your prompt into the Copilot prompt area.

Tip

You can also select the microphone icon to dictate your prompt.

You will see a series of progress messages, such as “Working on a response for you,” “Looking things over,”

“Almost there,” “Putting things together,” and “Still working on it” while Copilot creates the presentation.



Copilot displays progress messages.

Tip

If you make a mistake or change your mind about your prompt, you can select the Stop generating button to stop

Copilot and enter a new prompt.

When Copilot has finished, you will get a confirmation message in the Copilot pane, and you will see that it has
created a presentation with multiple slides. Copilot has used Al to create content based on your prompt, added

images from a Microsoft licensed stock library, and used Designer to design the layout of the presentation.

Important

The nature of generative Al is that it is creative, so you will not always get the same results from the same prompt

every time. You can get different content, images, and designs with the same prompt.




Copilot creates a presentation with content and images.

Copilot has also used Al to generate suggested speaker notes for each slide. Here is an example of the speaker notes

generated for a slide about the benefits of sustainable packaging:

“Sustainable packaging materials are designed to have a minimal impact on the environment. They are made from
renewable resources, such as plant-based materials, and are biodegradable or recyclable. We will discuss the benefits

of sustainable packaging, including reducing waste, conserving energy, and protecting the environment.”

The presentation also includes speaker notes.

Scroll through the presentation to see the variety of slides and images Copilot has created and notice the structure of
the presentation. You will find a title slide, presentation overview, and conclusion slides, with content slides in

between, based on your prompt.



Slides created by Copilot are shown in the thumbnail pane.



Copilot creates a conclusion slide to finish your presentation.

You can save, change, edit, or add to this presentation as you want. Treat it as a first draft to get you started or to

help with ideas for the content, design, and structure of your presentation.

Create a presentation from a document

You can also use Copilot in PowerPoint to generate a draft of a presentation based on a document. Copilot will use

the content of your document, including text, headings, and images, to generate the presentation.

If you use styles in Word to organize your document using heading levels, it will make it easier for Copilot to

understand the structure of your document and to use that structure when creating the presentation.



Use styles in your Word document to help Copilot understand the structure of your document. Include images in your document that you want Copilot to
use in the presentation

Important

The Word document must be saved in your personal OneDrive that goes with the Microsoft account you used to

sign up for Copilot Pro.

Important

You can create a presentation only from a Word document with Copilot Pro. To create a document from a PDF,

you need a Copilot for Microsoft 365 license.

Tip

Copilot will also use stock images in the presentation if there are not enough images in your document. Make sure

you check and edit the final presentation.

To create a presentation from a document

1. In the Copilot prompt area, select the suggested prompt Create a presentation from [file], or type Create a

presentation from in the prompt area and press the Spacebar.



Tip

You can also select the Create a presentation from a file option from the menu when you select the Copilot icon

at the top left of the slide.

Create a presentation fram
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Type Create a presentation from in the prompt area, and then press the Spacebar.

2. Type the character / (forward slash) to indicate to Copilot that you are looking for a file as the source.

3. Start typing the name of the file you want to use. The file picker menu will appear, displaying suggested files that
match what you type.

Tip

You will see the most recent files. It will be easier to find the file you want if you have recently opened it in
Word.

Start typing the name of your file to search for it and select it from the file picker menu.

4. Select the name of the file you want to use as the source for your presentation. You will see the file name appear
in the prompt area.
5. Select the arrow icon to send your prompt to Copilot.

6. Copilot will show a series of progress messages, including showing you the outline of the presentation it is

creating.



Copilot shows the outline of the presentation it is creating based on the structure of the Word document.
7. Wait for Copilot to finish generating the presentation.

The notes in the first slide of the presentation will show the file path for the document that was used to generate the

presentation.

The notes on the first slide show the file path for the source document used to create the presentation.

The presentation will include content and images from your Word document, as well as speaker notes. Under the



speaker notes on each slide, Copilot shows the original content it used to create them.

Copilot shows the original content from the Word document under the generated speaker notes.
Writing effective prompts for Copilot in PowerPoint

The way you write your prompt makes a big difference to the content of the presentation created by Copilot. This

section will guide you through different ideas for writing and changing your prompt to get different results.

Remember that Copilot is using generative Al, which by nature is creative, so simply trying the same prompt again
can sometimes give you a much better result—particularly if you would like a different design or different images.
This approach will work best when you are creating a presentation based on a relatively broad subject. The more

narrow or specific your subject, the less variety you will get with this approach.
To create a different presentation with the same prompt

1. Open a new blank presentation.
2. Open the Copilot pane by selecting the Copilot button on the Home ribbon.

3. Type the same prompt into the prompt area and press Enter.



Type the same prompt into Copilot to generate a new presentation.

Review the newly created presentation. You will most likely find that Copilot has created different topics, different

content, and speaker notes, and used different images and a different design.



Copilot creates a different version of the presentation from your prompt.



Slides created by Copilot are shown in the thumbnail pane.

Copilot Lab provides you with a list of suggested prompts and ideas to help you write more effective prompts.

To use Copilot Lab prompt suggestions

1. Select the View Prompts icon in the prompt area.

Select the book icon to view suggested prompts.

2. This expands a menu showing prompts by category. Select the View more prompts option at the bottom of this

pop-up menu.



Copilot prompts are grouped into suggestions to create, understand, edit, and ask.

3. Scroll through the options to get new ideas, including prompts to add images, create vacation presentations, add

agendas, and add slides.

Tip

You can select the See all prompts in Copilot Lab link to open Copilot Lab in a web browser.

Copilot Lab provides suggested prompts to use.

4. Select the Task dropdown menu to select prompts by Edit, Create, Understand, Ask, Manage, or Catch-up
categories.

5. Check the Create box to get more ideas for prompts to help you create presentations.



You can filter Copilot Lab prompts by category.

6. Select the ribbon icon on any prompt you want to save for later.

Select the ribbon icon to save a suggested prompt for later.
7. Close the Copilot Lab pop-up menu to return to your presentation.

Adding more specific information about your content, structure, context, or particular slides you want created can
help Copilot create a presentation that is more aligned to what you have in mind. Here are some strategies for

different kinds of prompts to try.
Write a prompt using specific information

You can expand your prompt to ask Copilot to include specific topics or themes or to emphasize things that are

important to include in the presentation.

Enter a new prompt in the Copilot prompt area.

Copilot will create a presentation with content that includes the information you’ve requested.



Copilot creates a slide from your prompt, including content, images, and speaker notes.

Write a very detailed and structured prompt

You can use up to 2000 characters in your prompt, which allows room for you to provide a lot of detail. If you have
a specific structure or content notes already prepared, you can use these in your prompt to provide Copilot with

more detailed instructions.

Here is an example of a detailed and very specific prompt that fits within the 2000-character limit:

Create a presentation to introduce our innovative line of biodegradable packaging materials. Begin with an engaging

introduction that highlights the significance of eco-friendly solutions in today’s world.

1. Why Biodegradable Packaging Matters: Start with the current environmental challenges and consumer demand

for sustainable products. Explain the necessity for businesses to adopt green practices.

2. The Problem with Non-Sustainable Packaging: Discuss the negative impacts of traditional packaging materials on

nature, including pollution and landfill waste. Use statistics to emphasize the urgency of the issue.

3. Benefits of Biodegradable Packaging: Outline the advantages such as reduced carbon footprint, compostability,

and the positive perception among environmentally conscious consumers.

4. How Biodegradable Packaging Is Made: Provide a detailed explanation of the manufacturing process, from



sourcing renewable resources to the final product. Include visuals or diagrams to illustrate the process.

5. Impact on Cost: Analyze the cost implications of switching to biodegradable materials. Compare initial

investment versus long-term savings and potential government incentives.

6. Impact on the Environment: Present a compelling case with data on how biodegradable packaging reduces

environmental harm. Highlight success stories or case studies of companies that have made the switch.

Conclude with a call to action, encouraging the adoption of biodegradable packaging as a step toward a more
sustainable future. Ensure that the presentation is visually appealing, with a clear and concise layout that facilitates

easy understanding and retention of the information presented.

Review the slides created this time and notice the difference between what Copilot created with this prompt

compared to the more general prompts.

Tip

Select the Slide Sorter button in the View ribbon to get an overview of the full presentation.

Slides created by Copilot are shown in the slide sorter view.

Write a prompt to generate ideas or learn about a topic

You can also prompt Copilot with context or background about what you are interested in, even if you don’t have



specific details. This prompt asks Copilot to create a presentation about a trip to Paris, where the writer is interested

in food and is looking for ideas.

Enter a new prompt into the Copilot prompt area.

Copilot creates a presentation that suggests a range of food experiences and locations to try in Paris. This type of

prompting can be a great starting point for learning or research on any topic.

Copilot creates a presentation from your prompt.

Write a prompt with instructions about specific slides

You can ask Copilot to create specific slides as part of your prompt.



Enter a new prompt into the Copilot prompt area.

The presentation is created with the slide that you requested in the prompt. You can also create slides using a prompt

after you have created your presentation. This will be covered in detail in the next section.

The slide is created by Copilot from your prompt.
Edit and organize presentations

You can use Copilot to help you edit and organize your presentation, by adding slides, adding images, and
structuring the presentation into sections. You can also use Copilot together with Designer to change the design and

layout of your slides quickly and easily.
Using prompts to add slides to your presentation

In the Copilot prompt area, write a prompt to describe the slide you want to add, and press Enter. Your prompt can

be very general, or very specific, using the same techniques you learned in the previous section.



Enter a prompt describing a slide you want Copilot to create.

Copilot creates the slide you’ve described and adds it to the deck.

Copilot creates a slide from your prompt.

Tip

Copilot will put the new slide after whichever slide you currently have selected. If you want to choose the position

before you ask Copilot to create the slide, select that slide position before you enter your prompt.

You can ask Copilot to create multiple slides at once in a single prompt.

Write a prompt asking Copilot to create multiple slides.



Copilot adds all the slides as described in the prompt.

Copilot creates slides from your prompt.

Using Designer to change slide designs

Copilot uses Designer to create the presentation and the slides, and you can switch back and forth to use Designer

alongside Copilot to edit and change the design of your presentation.
To use Designer to edit your presentation

1. Select the Designer button on the ribbon next to the Copilot button.

Select the Designer button on the ribbon.

2. Designer now replaces Copilot in the side panel. Scroll through the suggested designs until you find one you like

and select it. The design of your selected slide will be updated.



Designer suggests alternative designs for you to select.

3. Use the icons in the right rail to switch back and forth between Designer and Copilot.

Copilot and Designer icons in the right rail.
Using Copilot to add images to your slides

You can change the images in your presentation by using a prompt to describe what you want. Depending on the
prompt you use, Copilot will either add images selected from a Microsoft stock image library or generate an image

using DALL-E3 with Designer.

In this example, Copilot created a slide about the sun, where the image is perhaps not as clear or as representative as

it could be.

A slide created by Copilot with a suboptimal image.



To use Copilot to add a stock image to a slide

1. Select the slide where you want to add the image.
2. Delete the image you don’t want.
3. Write a prompt to describe the image you want on the slide. You can write a very general prompt or something

more specific and descriptive.

Tip

Starting your prompt with “Add an image” asks Copilot to find an image from the stock library.

Write a prompt to ask Copilot to add a different image.

Tip

If you want to keep the original image and add additional images, don’t delete the original image. Prompting
Copilot to add an image will add a new image and reformat the slide including the original image, rather than

|replacing it.

Copilot adds the new image and may also automatically reformat the slide using Designer.

A slide is created by Copilot using the new image.



To use Copilot and Designer to generate new images for your presentation

1. Select the slide where you want to add the image.
2. Delete the image you don’t want.

3. Write a prompt to describe the image you want to generate.

Write a prompt to ask Copilot to generate an image for your presentation.

Tip

Starting your prompt with “Create an image” asks Copilot to use Designer to generate an image.

|
See Also

Chapter 2 includes tips on how to write effective prompts for image generation that you can use here.

4. Designer will generate four images based on your prompt and display them in the Copilot chat pane.

Designer generates four images based on your prompt.

Important



IGenerating images in PowerPoint consumes the image generation boosts available for the day with your Copilot

Pro subscription. You will see the number of boosts remaining each time you prompt Copilot to generate an image.

5. Select the image you want to use and then select the Insert button to add the image to your slide.

Select the image you want to use and then select the Insert button to add it to your slide.

Important

'When you select an image, a flag icon appears at the top right of the image. Use this to report the image if there is
anything concerning about it.

Tip

Use the Designer options to help redesign the slide with the new image.




Use Designer to reformat the slide using the new image.
Using Copilot to organize your presentation

Copilot can organize your presentation, adding an agenda slide (if you haven’t already created one), and structuring

it into sections by grouping slides with similar content together and creating a section header slide for each group.

To ask Copilot to do this, type Organize this presentation into the prompt area.

Type “Organize this presentation” into the prompt area.

Copilot responds with a summary of a suggested structure for your presentation and makes the changes it describes.

Tip

You can always use Ctrl+Z to undo anything Copilot does that you don’t like.




Copilot describes how it has organized the presentation.

Copilot will create an agenda slide, listing the sections it has created.

Copilot will create an agenda slide when it organizes the presentation.

It has also grouped your presentation content into those sections and created a header slide for each section.



Copilot will add sections to your presentation.

Tip

You can use the Organize this presentation command on an existing presentation that you created, or that has been

shared with you, to help structure and organize it quickly and easily.

Understand presentation content

When you are given a slide deck with a lot of information in it, Copilot can help you understand the content by
summarizing it for you, by answering specific questions about the content, or by generating answers from outside
the presentation content using Al. In this section, you will be guided through how to ask about and understand
presentation content, using the example presentation created earlier in the chapter about environmentally sustainable

packaging materials.
Using Copilot to summarize your presentation

You can scroll up to select the suggested prompt, Understand: Summarize this presentation or type Summarize

this presentation into the prompt area.

Ask Copilot to Summarize this presentation.

Tip

When requesting a summary or asking questions for which Copilot responds with a lot of information, resize Copilot



to make it wider on the screen so that it is easier to read.

You can move or resize Copilot.

Copilot will respond with a summary of your presentation content. You will see Copilot creating and changing the
summary in real time as it works through the presentation. When it finishes, you will see a full summary, including

citations for each point.

You can hover over or select any of these citations to refer back to the original material to check for accuracy and

context.

Tip

If you want a shorter summary, try a prompt such as “Summarize this presentation in 3 bullet points.”

Important

You should always check any Copilot-generated content for accuracy. Generative Al can sometimes get things

wrong.




Copilot summarizes the content in the presentation.
Using Copilot to ask questions about your presentation

You can type a question into the prompt area to ask Copilot about any information in the presentation content.
Copilot will respond with the information and provide a link that references the content in the presentation.
Following that link will take you to the relevant slide so you can see the content side-by-side with Copilot. When

Copilot finds the information in the document, the response will start with the phrase “From your document.”

Copilot provides citations when it responds to questions about content.

Copilot will also prompt you with suggested questions you can ask based on the presentation content. You can select

one of these to automatically fill that question in the prompt area and have Copilot find the answer.



Copilot suggests other questions you can ask.

You can also ask questions about content that may not be in the presentation or when the presentation content is not

enough to fully answer the question.

Ask Copilot a question about a related topic when the content isn’t in the presentation.

Copilot in PowerPoint has access to web content to help answer your question via the web content plug-in. This is
switched on by default. To view or change the status of the web content plug-in, select the plug-in icon in the

prompt area and adjust the toggle switch.

Copilot uses the web content plug-in to draw on content from the web to answer questions.

When Copilot uses the web plug-in to answer the question, you will see a progress message that says, “Combing

through web results I found...” and the answer may include web references or citations.



Select the Copy button to copy the response to the clipboard.

Tip

You can use the Copy button to copy any Copilot response to the clipboard to use elsewhere.

Using Copilot to find key information in your presentation

You will find other suggested prompts in the Copilot Lab that can help you get key information from your

presentation content. Here are some examples:

You can use the prompt Show key slides in this deck to get a list of the most important slides and a short summary

of each.

Copilot lists the key slides in your presentation with a short description of each.



You can use the prompt What are the action points to find and summarize any key action points in your deck.

Copilot extracts the action points from your presentation.
Using Copilot to answer general questions

You can also ask Copilot for answers to general questions related to improving your presentation, becoming a better

presenter, or even general questions unrelated to your presentation.

Tip

Copilot in PowerPoint is better at answering questions related to the presentation content or questions in the context
of your work in PowerPoint and how to improve your presentation. You will get better responses to general

questions by using Copilot on the web.

You can ask Copilot how to make your presentation more engaging.

Ask Copilot a question about how you can make your presentation more engaging.

If your question is in the context of your presentation content, Copilot will respond with suggestions based on the

presentation, with citations.



Copilot provides you with suggestions in response to your question.

You can also ask more general questions about presentation skills, such as:

e What are some tips for designing an effective presentation?
e What are some common mistakes to avoid when creating a presentation?

e What is the best font size for a presentation?

Copilot provides a response not based on the presentation content.

Copilot generates a response to these types of questions using the large language model or the web plugin,

depending on the nature of the question.

Skills review

In this chapter, you learned how to:

o Create presentations using different prompting techniques.



¢ Edit your presentation by using prompts to add slides and images, use Copilot and Designer together to edit slide
designs, and organize your presentation into sections with a simple prompt.
e Understand presentation content by asking Copilot to summarize your presentation and by prompting it with

questions about the presentation and related content.

Practice tasks

No practice files are necessary to complete the practice tasks in this chapter.

Start Copilot in PowerPoint

Start PowerPoint, and then perform the following tasks:

1. Create a new blank presentation.
2. Select the Copilot icon at the top left of the blank slide and view the options available to create presentations or
ask Copilot questions. Select the Copilot icon again to close this menu.

3. Select the Copilot button on the ribbon on the Home tab to activate Copilot.

Create presentations

Start with a blank presentation in PowerPoint and then perform the following tasks:

—_

. Select the Copilot icon at the top left of the blank slide, and then select Create a presentation about....
2. In the prompt area, complete the prompt as follows, and then press Enter: [Create a presentation about] how
stringed instruments create notes
3. Review the presentation topics and the suggested structure of the presentation. Move one of the sections up or
down in the order and delete one of the sections.
. Select the Generate slides button and wait for Copilot to generate your presentation.
. Select the Keep it button.

. Go to the View menu and select Normal view.
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. Leave this presentation open and start a new blank presentation by going to the File menu and selecting Blank
Presentation.

8. Select the Copilot icon from the Home menu to open the Copilot pane.



. Type the same prompt into the Copilot prompt area (Create a presentation about how stringed instruments

create notes) and press Enter.

. Wait for Copilot to finish generating your presentation.
. Review the content of your presentation, including the text on each slide, images, and speaker notes.

. Compare the presentation with the one you generated using the Copilot chat, noticing differences in the structure,

content, images, and design.

. Continue working with this version of the presentation to complete the remaining tasks.

Edit and organize presentations

Continue working with the presentation you just generated, and then perform the following tasks:
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. Select any slide where you think the design or layout could be improved.
. Select the Designer button on the ribbon on the Home tab to activate Designer.

. Scroll through the design options, choose one you like, and select it. Your slide will now be redesigned with your

selected design.

. Select the Copilot button in the right rail or on the ribbon to return to Copilot.

. Select the Presentation Overview slide (second slide) and remove the image.

. In the Copilot prompt area, type the following prompt, and then press Enter: Add an image showing sheet music
. Your slide will be updated with the new image.

. Remove the image you just added.

. In the Copilot prompt area, type the following prompt, and then press Enter: Create an image of a beautifully

crafted stringed instrument, such as a violin or guitar, with intricate details and a polished finish. The

instrument should be set against a soft, warm background that highlights its elegance

. Your slide will be updated with the new image.

. Scroll through the slide thumbnail pane to find a place in your presentation where it makes sense to add new

slides and select the slide before where you want the new slide to be created.

. In the Copilot prompt area, type the following prompt, and then press Enter: Create a slide comparing a guitar

to a bass guitar

. When you receive a confirmation message from Copilot, click or tap to view the new slide that was created.
. In the Copilot prompt area, type the following prompt, and then press Enter: Organize this presentation

. Review the changes Copilot has made to your presentation by scrolling through the slide thumbnail pane. You

should now have an agenda slide, and your presentation will be divided into sections, with a section header slide

for each section.

Understand presentation content

Using the presentation you created and edited in these practice tasks, perform the following tasks:



. In the Copilot prompt area, type the following prompt, and then press Enter: Summarize this presentation

. Read through the summary and select at least one of the citations to view where the content came from in the
presentation.

. In the Copilot prompt area, type the following prompt, and then press Enter: What are the different types of
strings

. Copilot will provide an answer based on presentation and/or web content, depending on the content of your
presentation. Select at least one citation to view where the content came from in the presentation.

. Copilot will suggest some other questions you can ask about the presentation content. Select one and review the
answer.

. In the Copilot prompt area, type the following prompt, and then press Enter: Tell me about the history of the
harp

. Review the response. Copilot will provide an answer that comes from the web, and may include website
references.

. In the Copilot prompt area, type the following prompt, and then press Enter: How can I make my presentation
more interactive?

. Review the tips provided by Copilot.

. If you want to keep the presentation, save and close it; otherwise, close it without saving.
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Copilot in OneNote

In this chapter

e Start Copilot in OneNote

e (Create new notes
e Rewrite notes

e Create to-do lists, tasks, and plans

e Chat with Copilot to understand your notes

Practice files

You will need to use the practice files provided with this chapter to complete the practice tasks.

Copilot in OneNote can improve your notetaking by helping you draft content, come up with new ideas, and get
organized. You can chat with Copilot to generate all sorts of notes, such as paragraphs or pages of new content,
meeting agendas, tips, and lists of pros and cons. You can use Copilot in OneNote to help brainstorm and generate a
list of ideas on a topic or get help with your planning. You can use it for personal planning, including organizing a
party, planning for a holiday, or working on your fitness goals, as well as with business content including drafting
training plans, marketing plans and content, ideas for new products, and more. You can use Copilot in OneNote to
help you get organized by creating to-do lists for new projects or use it to automatically identify key action items

from your notes and generate a to-do list.

Copilot can also help you rewrite your existing notes, automatically generating an alternative version or using a
prompt to change the way your notes are written. You can make your notes longer or shorter, change the writing

style or tone, or rewrite notes for different purposes.

You can also use Copilot to understand your notes by creating summaries and by asking questions to make it easier

to find and analyze information when you have a lot of notes.

This chapter guides you through using Copilot to enhance your notetaking. You will learn how to generate new
pages of notes, to-do lists, plans, and summaries. You will also learn how to use Copilot to rewrite and understand

your notes.

See Also

'You will find detailed instructions and suggestions to help you write prompts in Chapter 2, “Writing effective



|prompts for Copilot.”

Start Copilot in OneNote

You can start Copilot in OneNote by opening your notebook and selecting the Copilot button at the right end of the
Home tab of the ribbon.

Select the button on the ribbon to open the Copilot pane.

Important

Copilot in OneNote is available only in OneNote for Microsoft 365 on Windows. You will need a Microsoft 365

license that includes OneNote as well as your Copilot Pro license.

This will launch the Copilot pane, which is docked to the right side of your screen, allowing you to chat with Copilot

while working on your notes.



The Copilot pane opens with suggested prompts to help you get started.
Create new notes

You can use Copilot in OneNote to generate new content for your notes, including paragraphs of text or whole

pages. You use the Copilot pane to generate new content and then copy and paste it into your notebook.
Write a prompt to create new notes or pages
To create new notes using a prompt

1. Click or tap in the Copilot prompt area.
2. Describe what you’d like to create, using a simple phrase.

3. Select the Generate button in the prompt area or press the Enter key.

Enter your prompt in the prompt area and press Enter or select the arrow icon to enter the prompt.



Copilot will display a series of progress messages, such as “Working on a response for you...,” “Pulling it

together...,” and “Finishing up....”

Copilot will show a series of progress messages while it generates a response to your prompt.

Tip

If you make a mistake or change your mind about your prompt, you can select the Stop generating button at any

time to stop Copilot and enter a new prompt.

After a moment, you will see Copilot generating a response in the chat pane. Copilot will generally produce a

response that could fill a page of notes (depending on your prompt). Wait for Copilot to finish generating the notes.

Important

The nature of generative Al is that it is creative, so you will not always get the same results from the same prompt
every time.

Important

To generate notes in Copilot, you use Copilot chat, and then you can copy and paste the generated notes into your
|notebook if you want to keep them. If you don’t copy and paste the notes from the chat pane, you will lose them

when you close OneNote.

Tip

You can close the Copilot pane using the close icon or move or resize it using the dropdown arrow. Copilot in
OneNote generates lengthy notes in the chat, so resizing it to make it wider is often helpful so that you can view the

generated notes more easily.




To keep the generated notes and add them to your notebook

1. Select the Copy button at the end of the generated notes in the Copilot pane.
2. Position your cursor on the page of your notebook where you want to add the notes (or create a new page).

3. Right-click or long press (tap and hold) and select paste.

Copilot generates notes in the chat. Select the Copy button to paste the notes into your notebook to keep them.



Copy and paste the response into a page in your notebook.
Working with the web content plug-in

Copilot in OneNote can reference content from the web in response to your prompt, using an optional plug-in
setting. This plug-in is enabled by default, but you can choose to toggle it on or off at any time depending on the

type of notes you are creating and whether you want Copilot to include information from the web.

You can view the status of the web plug-in by selecting the plug-in icon in the Copilot prompt area. Leave this plug-

in enabled for now.

When the web content plug-in is enabled, Copilot will reference web content in the response.

You can continue the chat with Copilot by entering another prompt on a related topic. Now that you have notes in
your notebook, Copilot can reference that content, as well as content on the web. This is useful when you want to

generate ideas or notes that include some web research.

Enter your prompt in the prompt area and press Enter or select the arrow icon to enter the prompt.

Copilot generates notes based on the content already in your notebook. The response begins by telling you that the

content is from your document.



Copilot responds with content from your document.

Copilot also provides notes based on the content from the web. This part of the response begins by telling you that

the content is from the web.

Copilot also includes content from the web in response to your prompt.

Copilot provides citations for all references, showing website titles and URLSs for any content from the web. Hover

over a citation number to view the details.

Hover over a citation reference number to get details about that reference.

Copilot provides a full list of references at the end of the response, both for content in your notes and for content on

the web. You can expand this menu to view the card for each reference.



Select the arrow to open the expandable list of references at the end of the response.

Select the Copy button at the end of the response and paste the notes into your page to keep them.

Copy and paste the response into a page in your notebook to keep it.
Disabling the web content plug-in

In some scenarios, you will want to generate notes using only your existing notes or the large language model
without reference to web content. This example shows you the difference between the responses Copilot generates

when this plug-in is enabled or disabled, and a scenario where you may prefer to disable it.



In this scenario, you have started a new notebook section, and you are brainstorming with Copilot for ideas about

content for a new leadership development workshop program.

Enter your prompt in the prompt area and press Enter or select the arrow icon to enter the prompt.

You don’t have any content in your notebook related to this topic, so Copilot generates a response based only on

web content.

Copilot responds with suggestions from the web.

Copilot provides a list of references in the response, showing which websites the content has been derived from.

Copilot provides citations and a list of references for the content from the web.

In this scenario, you were looking to brainstorm some general workshop topic ideas, but Copilot has generated the
response with reference to other leadership courses found on the web, which may be from your competitors, or

which may put you in danger of copying their course content, which you don’t want to do.

To force Copilot to generate an answer without referencing web content, you can disable the plug-in. Follow these

steps to enable or disable the web content plug-in option at any time.



To disable the web content plug-in

1. Select the plug-in icon in the Copilot prompt area.
2. Toggle the Web content option to the off position.

3. Click or tap back in the prompt area to continue.

Select the plug-in icon and toggle the Web content plug-in to off.

Enter the same prompt and observe the difference in the response. This time Copilot generates a response using only
the large language model, without any reference to web content. Remember that because generating content with
Copilot is creative, you will also likely see differences in the response just from regenerating it, as well as from

removing the web plug-in. Copy and paste the response into your notes to keep it.



Copy and paste the content into a page in your notebook to keep it.
Continue the chat to create more notes

You can keep chatting with Copilot in the context of the conversation to generate additional notes. Now that you
have generated ideas for a training plan, you can ask Copilot to help you write a proposal to help present it to

potential clients.

Enter your prompt in the prompt area and press Enter or select the arrow icon to enter the prompt.

Copy and paste the response into a new page in your notebook.



Copy and paste the response into a page in your notebook to keep it.

Change to a different topic to create new notes

When you are ready to change to a different topic, select the Change topic icon above the prompt area. This tells
Copilot that you are switching context in the conversation so that you don’t get answers related to the previous

prompts and responses.

Select the Change topic icon to start a new topic in your chat with Copilot.

You will see a brief progress message and then the usual prompt pane with your “Change topic” prompt above it.

Copilot is now ready to start chatting on a new topic.



Copilot is ready to start a new conversation on a different topic.
Use suggested prompts and Copilot Lab

Copilot provides you with suggested prompts to help you understand and try new ideas for using Copilot in

OneNote.
Browse and save prompts to use later

To find suggested prompts to help you with ideas

—_

. Select the book icon in the Copilot prompt area.

2. Select the Create menu option to expand it and view a list of suggested prompts. You can come back and select
these at any time to get started with these ideas.

3. Select the View more prompts option.

4. The Copilot Lab window will open. Select the Tasks menu to see a list of prompt categories and check the
Create option.

5. Browse the suggested prompts.

6. To save any prompt, select the ribbon icon.

7. Select the ribbon icon again to remove the prompt from the saved prompts.

Select the book icon to open a list of suggested prompts.



Expand the Create option to view suggested prompts that help you create notes.

Select the View more prompts option to open the Copilot Lab.

Select the Task menu to select a category of suggested prompts.

Select the ribbon icon to save a prompt.



Close the Copilot Lab window to return to your notebook.

Using a saved prompt from Copilot Lab
You can return to your saved prompts at any time to use them with Copilot.
To use a saved prompt with Copilot

1. Select the book icon in the Copilot prompt area.
2. Select the View more prompts option.
3. The Copilot Lab window will open. Select the Saved prompts button to see a list of your saved prompts.

4. Select the prompt you want to use.

Select the book icon in the prompt area and then select View more prompts.

Select the Saved prompts button to view your saved prompts.

Select the saved prompt that you want to use.

This will close the Copilot Lab window, and your saved prompt will be automatically entered into the prompt area.

You can edit or add to this prompt to provide additional details or make changes (in this example, change “Contoso



Citrus” to something relevant to your own business). Press Enter or select the arrow icon to enter your prompt.

The saved prompt is entered into the Copilot prompt area.

Copilot provides a response to the prompt in the same way as if you had typed the prompt yourself.

Rewrite notes

Copilot can help you rewrite your notes, providing alternative wording or changing the tone, length, intended
purpose, and more. You can use the automatic rewrite option in the shortcut menu to get a quick rewrite of your

notes, or you can use the chat in the Copilot pane to describe how you want Copilot to rewrite the content.
Automatically rewrite your notes

The automatic rewrite feature will quickly rewrite your notes without you needing to type a prompt. This is useful
when you just want to generate alternative wording for your notes without anything specific in mind that you wanted

to change.
To automatically rewrite your notes

1. Select the text that you want to rewrite. This could be a paragraph, a selection of some text, or a whole page.
2. Right-click with your mouse to open the shortcut menu.
3. Expand the Copilot option to see the options available.

4. Select Rewrite.



Select your text and right-click to open the Copilot shortcut menu.

5. Copilot will rewrite your content and add it to your notes above the selected text. When Copilot has finished
rewriting your notes, you have the option to keep it or discard it. Select the Keep it button to add the notes to

your page or select the trash can icon to discard the rewrite.

Copilot rewrites the selected text, and you have the option to keep it or discard it.

Rewrite your notes using a prompt with details

If you want to provide details for how you’d like the content to be rewritten, you will need to chat with Copilot in
the main Copilot prompt area. You can ask Copilot to rewrite your notes to focus on specific content, to make the

notes shorter or longer, or to write them with a different tone or for a different purpose.
To describe how you want Copilot to rewrite your notes

1. Select the text that you want to rewrite. This could be a paragraph, a selection of some of the text, or a whole
page.
2. Type a prompt in the Copilot prompt area.

3. Press Enter or select the arrow to enter your prompt.



Tip
You can ask Copilot to respond with multiple rewrites with a prompt such as “suggest three ways I could rewrite

this text to use on a website.”

Select your text and enter a prompt in the Copilot prompt area describing how you want Copilot to rewrite it.

When you use a prompt to ask Copilot to rewrite your notes, the rewritten notes will be in the Copilot chat. To keep

the rewrite, you will need to copy it from the chat and paste it into your notes.



Copilot rewrites your text in the response in the Copilot pane.
Create to-do lists, tasks, and plans

Copilot can help you create to-do lists, tasks, and plans based on general prompts or your notes.

Create to-do lists and tasks

You can ask Copilot in OneNote to generate task lists or to-do lists with checkboxes. In this section, you will learn

how to create to-do lists from a general prompt, as well as from your existing notes.
Create a suggested to-do list from a general prompt

Start with a blank section in your notebook and enter a prompt to ask Copilot to suggest a list of tasks for you. This

is useful if you are working on a new project or organizing an event, and you don’t know where to start.

Enter your prompt into the prompt area and press Enter or select the arrow icon to enter the prompt.

Copilot provides you with a suggested to-do list in the chat.



Copilot responds with a bullet point list of tasks in the chat pane.

To turn the response into a to-do list with checkboxes

. Copy the response and paste it into your notebook.

. Select the section of the text you want to convert to a to-do list.
. Right-click with your mouse to open the shortcut menu.

. Expand the Copilot option to see the options available.

. Select To-Do.
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Select your text and right-click to open the Copilot shortcut menu.

6. Copilot adds a to-do list with checkboxes above your selected notes. Select the Keep it button to keep the list, or

the trash can icon to discard it.



Tip
It can take a few seconds for Copilot to generate the full to-do list with checkboxes. You may see a simple bullet

point list first while it is in progress.

Copilot generates a To-Do list with checkboxes and gives you the option to keep or discard it.

Generate a suggested task list from your notes

You can ask Copilot to generate a to-do list from your existing notes. This is useful if you have long notes or a
transcript from a meeting, or other notes where you have action items in the text that haven’t been identified and

organized into a list.

To generate a to-do list with checkboxes from your existing notes

1. Select the section of the text you want Copilot to work with.
2. Right-click with your mouse to open the shortcut menu.
3. Expand the Copilot option to see the options available.

4. Select To-Do.



Select your text and right-click to open the Copilot shortcut menu

5. Copilot finds and extracts suggested tasks from your text and adds a to-do list with checkboxes above your

selected notes. Select the Keep it button to keep the list, or the trash can icon to discard it.

Copilot generates a To-Do list with checkboxes and gives you the option to keep or discard it.
Generate a to-do list from a section

You can also ask Copilot to identify tasks and generate a to-do list across multiple pages of notes in a section.
To generate a to-do list based on a whole section in your notebook

1. Select the section of your notebook you want to use to create the to-do list.
2. Right-click with your mouse to open the shortcut menu.
3. Expand the Copilot option to see the options available.

4. Select To-Do.



Select a section and use the shortcut menu to ask Copilot to create a to-do list from that whole section.

Copilot will add a new page to your notebook called “To-Do List” and will add the to-do list into that page.

Copilot creates a new page and adds the to-do list, with the option to keep it or discard it.
Draft a plan

Copilot can help you draft a project plan based on your notes. This is useful if you have a lot of unstructured notes,

such as meeting notes or transcripts, or customer feedback, and you need help to get started with taking action.

To generate a plan from your existing notes, reference the section you want to use in your prompt.



Enter your prompt into the prompt area and press Enter or select the arrow icon to enter the prompt.

Copilot generates a plan in the chat based on your notes, providing citations and references to your content. Copy

and paste the response into your notebook to keep it.

Copilot provides a response based on the selected content with citations.
Chat with Copilot to understand your notes

Copilot can help you find information in your notes and understand lengthy notebooks by summarizing content or

by answering specific questions.
Summarize your notes

Copilot can help you summarize your notes in different lengths or formats, from a comprehensive summary to a
short paragraph or list of bullet points. You can use the automatic summarize option in the shortcut menu to get a
quick short summary of your notes, or you can use the chat in the Copilot pane to describe how you want Copilot to

summarize your notes.

Generate a quick summary of your notes

You can use Copilot in OneNote to summarize the notes on a page or in a whole section of your notebook.
To automatically generate a summary of your notes

1. Select the text you want to summarize. This could be a selection of text or a whole page.

2. Right-click with your mouse to open the shortcut menu.



3. Expand the Copilot option to see the options available.

4. Select Summarize.

Highlight your text and right-click to open the Copilot shortcut menu.

5. Copilot summarizes your selected notes and adds the summary to the page. Select the Keep it button to keep the

summary or select the trash can icon to discard it.

Copilot summarizes your content and gives you the option to keep or discard it.
Generate a summary of a whole section in your notebook

You can also ask Copilot to summarize notes from a whole section of your notebook, where you want a single

summary of the notes from all the pages in that section.

To automatically generate a summary of a whole section

1. Select the section you want to summarize.
2. Right-click with your mouse to open the shortcut menu.
3. Expand the Copilot option to see the options available.

4. Select Summarize.



Select a section and use the shortcut menu to ask Copilot to summarize that whole section.

5. Copilot creates a new page at the top of the section called “Summary” and adds a summary of all the notes in that

section. Select the Keep it button to keep it or the trash can icon to discard it.

Copilot creates a new page at the top of the section for the summary.
Use a prompt to ask for a summary and describe the output

To describe how you want to summarize your notes, write a prompt in the Copilot prompt area describing the type

of summary you want, the notes that Copilot should reference, and the desired output format.

Tip

You can ask for other outputs in your prompt as well as the summary, such as a list of action items.




Enter your prompt into the prompt area and press Enter or select the arrow icon to enter the prompt.

Copilot responds with the summary and output as described in your prompt. Copy and paste the summary into your

notes to keep it.

Copilot responds with a summary and a list of action items.
Generate a list of pros and cons

To ask Copilot to generate a list of pros and cons, write a prompt starting with the phrase “List the pros and cons of”

and describe the list you want to create.

You can ask Copilot for a list of pros and cons with your prompt.

Copilot responds with a list of pros and cons from the content of your notes, and from the web if you have the web

plug-in enabled.



Copilot responds by describing the pros and cons based on your content.

Tip

You can also use this feature to get a general list of pros and cons when the content is not in your notes.

Chat with Copilot to answer questions about your notes

Copilot can help you find and pull together content from multiple pages in your notebook quickly and effectively.
This is useful when you have a lot of notes and want to find the answer to a question without knowing where the
content is. You can also ask Copilot to answer questions that require comparing information across multiple notes

and pages.

In this example, the notebook has multiple pages outlining the details of different subscription boxes for pets.



Copilot can help with research questions across multiple pages in your notebook.

You can ask Copilot a question for which it will need to search across multiple pages to find the answer. Copilot

responds with the information you ask for, providing details and citations.

Ask Copilot questions to help you find information across multiple pages in your notes.

You can also ask Copilot to help you understand the information in your notes to work out the highest or lowest

value of something, as shown in the following example.



Ask Copilot questions to help you find information across multiple pages in your notes.

Skills review

In this chapter, you learned how to

e Generate new notes using suggested prompts from Copilot Lab and by writing your own prompts.

e Add generated content into your existing notebook.

e Use or disable the web content plug-in to allow or prevent Copilot from using web sources to generate notes.
e Rewrite your notes automatically or by describing the changes you want Copilot to make in a prompt.

e Create to-do lists, tasks, and plans based on general prompts or your notes.

e Summarize your notes and ask questions to understand the content of your notes.

Practice tasks

Before you can complete these tasks, you must copy the book’s practice files to your computer. The practice files for

these tasks are in the CopilotProSBS\Ch09 folder.

The introduction includes a complete list of practice files and download instructions.
Start Copilot in OneNote
Start OneNote, and then perform the following tasks:

1. Select the Copilot button on the ribbon on the Home tab to open Copilot.
2. Select the View Prompts icon in the prompt area to expand the list of suggested prompts.

3. Click or tap to expand the Create menu and view the suggested prompts.



4. Click or tap back into the prompt area to close the suggested prompts view.

Create new notes

Open the practice file called “Catering Notes” in OneNote and go to the Catering section. Create a new blank page,

and then perform the following tasks:

1. Select the Copilot button on the ribbon on the Home tab to open Copilot.

2. Type the following prompt in the Copilot prompt area, and then press Enter: Give me strategies for expanding
my business into a new city

3. Copy the response and paste it into your notebook.

4. Type the following prompt in the Copilot prompt area, and then press Enter: What are some ideas for a name of
a corporate catering business

5. Copy the response and paste it into your notebook. Review the suggestions and keep the ones you like. Delete the

other suggestions from your notes.

Rewrite notes
Select the Expansion Notes page in the Catering section of your notebook, and then perform the following tasks:

1. Click or tap in the Copilot prompt area, type the following prompt, and then press Enter: Rewrite the text in this
section as a short paragraph to use as a pitch for potential investors

2. Copy and paste the response into your notes on this page.

Create to-do lists, tasks, and plans

Select the Expansion Notes page in the Catering section of your notebook, and then perform the following tasks:

1. Click or tap in the Copilot prompt area, type the following prompt, and then press Enter: Draft a plan to expand
into the corporate catering market based on the notes on this page

. Copy and paste the response into a new page in your notebook. Name the new page: Expansion Plan

. Highlight all the text on the page and right-click with your mouse to open the shortcut menu.

. Expand the Copilot option and select To-Do.
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. Select the Keep it button to add the generated to-do list to your page.

Chat with Copilot to understand your notes

Start in the Catering section of your notebook, and then perform the following tasks:

1. Select the Catering section, and right-click with your mouse to open the shortcut menu.



. Expand the Copilot option and select Summarize.

. Copilot will add a new page to your notebook called Summary, with a summary of the section. Select the Keep it
button.

. Click or tap in the Copilot prompt area, and enter the following prompt to ask a question about your notes: Which
event had the most guests?

. Ask another question: How many events have included mini quiches on the menu?

. Ask another question: What was the feedback from the Tailspin Toys event?



Index
Symbols

@ (at symbol), typing in prompts, 136

“ (quotation marks), using in prompts, 69-70

A

action points, finding and summarizing, 327

adjectives, describing emotions or aesthetics with, 78-79
aesthetics, describing with adjectives, 78-79
alphabetizing data, Copilot in Excel, 194

Android devices, accessing Copilot Pro on, 19

app vs. web experience, 38—-39

artistic styles, describing, 80-81

ask prompts, 38

asking questions in Word, 278-280

at symbol (@), typing in prompts, 136

AutoSave, turning on, 180-182

B
Balanced conversation style, 114, 116-117
Bing, accessing Copilot Pro in, 16—-17
blog post, creating prompt for, 71
boosts for image generation, 8
brainstorming and problem solving, 92-93
C

camera, using to add images to prompts, 159-162

captions, writing to generate images, 74
cells, highlighting in Excel, 185

charts, adding in Excel, 207

chat experience, opening, 246

chat history, managing, 113-114

chatting



using voice, 156-158, 175
with Word, 276-283, 285

Clarity option, Coaching by Copilot, 228, 231
clipboard, copying content to, 173-174, 326

Coaching by Copilot, Outlook mobile app, 239-241, 243. See also Copilot in Outlook

code, generating, 110

columns, inserting in Excel, 200, 202

N

Compose feature, Copilot in Edge sidebar, 14114

conditional formatting, Copilot in Excel, 184—192

content

checking before using, 255

creating using Narrative Builder, 293-296
drafting, 141-144, 285
rewriting, 265-270, 285

transforming into tables, 271-275
context prompts, 53-56

conversation styles, Copilot Pro on the web, 114-117, 146

Copilot (free version), 4-5
Copilot, launching, 180
Copilot chat, generating notes from, 337

Copilot chat pane, creating presentations with, 296-300

Copilot in Edge sidebar. See also Edge browser
adding screenshots to prompts, 137-138
chatting with PDF documents, 138-140

chatting with website content, 133-136

chatting with YouTube videos, 140-141
Compose feature, 141-144
using, 148
Copilot in Excel
Add to a new sheet option, 211
adding PivotCharts, 206, 210-211

adding sheets in workbooks, 206

currency format, 191

filtering data, 195-198, 212-213

formatting as tables, 183-184

generating formula columns, 198-204, 213

Go back to data button, 208




highlighting with conditional formatting, 184-192, 212-213

Insert column button, 200, 202
opening spreadsheets, 180-182
removing filters, 197-198

~N

“show data insights” prompt, 205-207
sorting data, 192—-195, 212-213

turning on AutoSave, 181-182
understanding data, 205-211, 21
using, 24-25, 212

~

Copilot in OneNote. See also notes

©

creating to-do lists and tasks, 353-35

drafting project plans, 359-360
listing pros and cons, 364

starting, 334—335, 368

suggested prompts, 346-350
using, 27-28
web content plug-in, 338-344
Copilot in Outlook. See also Coaching by Copilot; Outlook mobile app

Draft with Copilot feature, 218
drafting email, 217-225, 242-243
drafting email replies, 222225
Message ribbon, 216, 218

summarizing email threads, 225-228, 243

Copilot in Outlook mobile app, drafting email, 231-237, 244

Copilot in PowerPoint. See also presentations
Organize option, 321-322

progress messages, 297

prompt effectiveness, 49, 304-313

Slide Sorter view, 295
starting, 288-289, 330

using, 27, 34

Copilot in Word. See also documents; Word documents

adding draft content to documents, 254

asking questions, 278280
chat experience, 246
chatting with, 276-283, 286




Copilot Lab, 280-283

creating drafts of documents, 284
Delete icon, 250

drafting content in existing documents, 259-260, 285

drafting content using prompts, 247

drafting content without prompts, 263265
drafting ideas, 261-263
Edit icon, 250

generating alternative drafts, 267-270

Insert below button, 268
Inspire me option, 263
Keep it button, 250

Professional tone, 269

prompt suggestions, 280-283

Regenerate icon, 250, 268
Replace button, 268

N

rewriting content, 265-270, 285

starting, 246247, 284

summarizing documents, 276-277
Tone option, 268
transforming content to tables, 271-275
transforming into tables, 285
using, 26
Visualize a table option, 273
writing prompts, 248-257

Copilot Lab. See also prompts
from app experiences, 47-49
browsing prompts, 43-46
filtering saved prompts, 46
inside Microsoft 365 apps, 47—49

prompts for presentations, 306—308

removing prompts, 43

ribbon icon, 43

saving prompts, 42—43

suggested prompts and notes, 346—-350
using on web, 39-42

using saved prompts from, 349-350



using with Word, 280-283
viewing saved prompts, 46

Copilot mobile app. See also mobile devices
adding images from photo library, 162-164

adding images using camera, 159-162

chatting using voice, 156-158, 175

downloading, 150

generating images, 168—172

generating images, 176

navigating, 153—155

responses, 159

signing into, 150-153

using, 175

using plug-ins, 165-167

writing content, 172174, 176
Copilot pane
launching and closing, 246247

moving and resizing, 28-30, 180

Copilot Pro
accessing in Bing, 16-17
accessing in Edge, 14-16, 33

accessing in Windows, 19-22, 33-34
accessing on mobile devices, 18-19, 33-34
accessing on web, 33-34

best use cases, 37

capabilities, 4

in Excel, 24-25

features, 6-8

home page, 10

in OneNote, 2728

in Outlook, 25-26

in PowerPoint, 27, 59-60

using in Microsoft 365 applications, 2224, 34
using suggested prompts, 94-95

using with desktop apps, 23-24

in Word, 26

Copilot Pro license, signing up for, 10—13



Copilot Pro on the web. See also web vs. app experience

accessing, 14
adding images to prompts, 110-112
chatting with, 145-146

conversation styles, 114-117, 146

editing based on prompts, 106—107

generating code, 110

generating images, 118-125, 147

image prompting, 126

N

managing chat history, 113-11

microphone prompt, 103

Notebook feature, 131-133, 14

o]

prompts and responses, 102—105

searching based on prompts, 106107

starting conversations, 103—-105

suggested prompts, 101-102
using, 100-101, 145
using plug-ins, 127-130, 147

working with responses, 108—109
Copy icon, 108, 172-173, 326

create prompts, 38
Creative conversation style, 114-116
Ctrl+Z (Undo), 321

currency format, applying in Excel, 191

Delete icon, Copilot in Word, 250

Designer
changing slide designs with, 315-316
generating images with, 318-320
desktop apps, using Copilot Pro with, 23-24
dictating prompts, 103, 297
Dislike icon, 108
document summaries, 58
documents. See also Copilot in Word; Word documents

creating presentations from, 59-60, 301-304



finding references in, 278
summarizing, 276-277
using styles in, 301

draft content, adding to documents, 254

Draft with Copilot feature, 218

drafting content, 141-144

drafts, generating alternatives, 267-270

drafts of documents, creating, 284

Edge browser, accessing Copilot Pro in, 14-16, 33. See also Copilot in Edge sidebar

edit prompts, 38

editing images, 122-125
email

drafting in Outlook, 217-225, 242-243

(O8]

improving with Coaching by Copilot, 228-231

email replies, drafting in Outlook, 222225

email threads, summarizing, 225-228, 243

emotions, describing with adjectives, 78-79
examples, providing, 90-92
Excel. See Copilot in Excel
expectation prompts, 62—65

Export icon, 108-109

feedback, providing to Microsoft, 31-32, 34
formula calculations, generating, 24

formula columns, generating in Excel, 198-204

formulas in Excel, getting help with, 204

Generate button, 248, 255

generating code, 110
generative Al

creative nature of, 36-37, 105




H

defined, 3
overview, 36-37
“temperature” control, 36
unreal content, 255
goal prompts, 50-53, 55-56
GPT-4 Turbo, 7-8

hallucinations, 36, 57

@hotmail.com email addresses, 26

ideas, generating, 311-312
image generation, boosts for, 8

image prompting, 95-96, 110-112

Copilot Pro on the web, 126

elements, 95

images. See also prompts to generate images
adding from photo gallery, 162-164
adding to slides, 316-320

applying square format, 123
copying, 120-121

downloading, 120-121

editing, 122-125

generating with Designer, 318-320
resizing, 123-124

sharing, 120-121, 171

using camera with, 159-162

Insert below button, Copilot in Word, 268

insights, requesting in Excel, 207

Inspire me option, 263

iOS devices, accessing Copilot Pro on, 19



labels or tags, using, 71

landscape format, applying to images, 170
Like icon, 108

LinkedIn style post, 59

links, using with plug-ins, 166-167

listing pros and cons, 364

@live.com email addresses, 26

LLMs (large language models), 3, 34, 57
Looks good button, 122

Message ribbon, Copilot in Outlook, 216, 218

microphone prompt, Copilot Pro on the web, 103

Microsoft, providing feedback to, 31-32, 34
Microsoft 365 applications, 8, 22-24, 34
Microsoft 365 Copilot, 9

mobile devices, accessing Copilot Pro on, 18-19, 33—34. See also Copilot mobile app

moving Copilot pane, 28-30, 180
@msn.com email addresses, 26

multiple options, asking for, 90

Narrative Builder, creating presentations with, 250-296

Notebook feature, Copilot Pro on the web, 131-133, 148. See also prompts

notebooks
adding notes to, 337—-338

generating to-do lists from, 358—-359

summarizing sections of, 361-362

notes. See also Copilot in OneNote

answering questions about, 365-366
changing topics and creating, 346

chatting to understand, 369-370

creating from prompts, 336-338
creating in OneNote, 368

generating project plans from, 359-360



generating while chatting, 345
rewriting, 350—353, 369

summarizing, 360-363

OneNote. See Copilot in OneNote; notes

options, asking for, 90

Organize option, using with presentations, 321-322

Outlook mobile app. See also Caopilot in Outlook
Coaching by Copilot, 239-241

Summary by Copilot, 237-238

pages, creating from prompts, 336-338
PDF documents, chatting with, 138—-140

personas
acting as, 8688
writing for, 88-89
photo gallery, adding images from, 162—164

photographic styles, describing, 80-81
PivotCharts, adding in Excel, 206, 210-211

PowerPoint. See Copilot in PowerPoint; presentations
Precise conversation style, 114-115, 117

presentation content, understanding, 332

presentation outline
creating, 60
editing, 292-293

presentations. See also Copilot in PowerPoint

adding images to, 316—320
adding slides to, 313-315

answering questions about, 328—329

asking questions about, 325-326
creating, 330-331

creating from prompts, 296-300



o

1-304

creating from Word documents, 59-60, 3

o

creating using Copilot chat pane, 296-30

creating using Narrative Builder, 290-296
editing and organizing, 331-332

finding information in, 327

including speaker notes in, 299

organizing, 321-322

stock images in, 301

summarizing, 323-324
problem solving and brainstorming, 92—-93
Professional tone, Copilot in Word, 269
progress messages, displaying, 297

project plans, drafting in OneNote, 359-360, 369

prompt effectiveness
context, 53-56
Copilot in PowerPoint, 304-313
elements, 50
expectations, 62-65
goal, 50-53, 55-56
source, 5661
prompting
being specific, 68
starting conversations, 68—69
using quotation marks ("), 6970
using tags or labels, 71
web vs. app experience, 38-39
prompting techniques
asking for multiple options, 90
brainstorming, 92-93
personas, 85-89
problem solving, 92-93
providing examples, 90-92
using, 96

prompts. See also Copilot Lab; Notebook feature; suggested prompts

adding images from photo library, 162-164
adding images using camera, 159-162

browsing and saving, 346-348



as conversations, 66

creating pages from, 336-338

creating presentations from, 296-300, 304306
creating to-do lists from, 354-356

defined, 3

detail and structure, 310-311

dictating, 103, 297

generating ideas, 311-312

instructions about slides, 312-313

iterate and refine, 6667

learning about topics, 311-312

requesting summaries from, 363

results from, 65

rewriting notes from, 352—-353
“show data insights,” 205-207
types, 38

understanding in Excel, 205

using screenshots in, 21-22

using to rewrite content, 265-267

writing from specific information, 309
writing in Copilot in Word, 248-257
writing notes from, 336-338

prompts and responses

Copilot Pro on the web, 102-105

understanding, 94
prompts to generate images. See also images
artistic styles, 80-81
describing backgrounds, 75-76
photographic styles, 80-81
refining and iterating, 76-78
using adjectives, 78-79
writing, 72—-73
writing captions, 74

pros and cons, listing, 364

Q



questions
answering about presentations, 328—329
asking, 278-280, 325-326

quotation marks ("), using in prompts, 69-70

R

Read Aloud icon, 108-109
Reader Sentiment option, Coaching by Copilot, 228, 230

references, finding in documents, 278
Regenerate icon, Copilot in Word, 268
Replace button, Copilot in Word, 268
resizing

Copilot pane, 28-30, 180

images, 123-124
responses
Copilot mobile app, 159

and prompts, 94, 102-105

turning into to-lists, 355-356

variations in, 105

working with, 108-109
rewriting

content, 265-270, 285

notes, 350-353, 369

saved prompts
using in Copilot Lab, 349-350
viewing in Copilot Lab, 46, 349-350

saving and browsing prompts, 346-348

screenshots

adding to prompts, 137-138

using in Copilot prompt, 21-22
Share icon, 108-109, 171
sheets in Excel, adding to workbooks, 206

slide design, changing with Designer, 315-316




Slide Sorter view, PowerPoint, 295

slides
adding stock images to, 317-318
adding to presentations, 313-315

providing instructions about, 312—-313

(e}

songs, generating with Suno plug-in, 128-1

sorting data, Copilot in Excel, 192-195
source prompts, 56-61, 136

speaker notes, including in presentations, 299

spreadsheets

opening in Excel, 180-182

understanding data in, 25

square format, applying to images, 123, 170

stock images, using in presentations, 301, 316-320

Stop generating button, 248, 336

styles, using in Word documents, 301

suggested prompts. See also Copilot Lab; Notebook feature
Copilot in OneNote, 346-350
Copilot Pro on the web, 101-102
using, 94-95

summaries, requesting from prompts, 363
“Summarize this doc” prompt, 58
summarizing

action points, 327

documents, 276277

notes, 360-363

presentations, 323—-324

sections of notebooks, 361-362

Summary by Copilot
Outlook mobile app, 237-238

using with email, 226-227

S

Suno plug-in, generating songs with, 128-13

tables, transforming content into, 271-275, 285

tags or labels, using, 71



tasks and to-do lists, creating, 353—-359, 369

“temperature” control, 36

Thumbs down icon, 108, 173

Thumbs up icon, 108, 173

to-do lists and tasks, creating, 353—-359, 369

Tone option
Coaching by Copilot, 228
Copilot in Word, 268

topics
changing to create notes, 346—350

learning about, 311-312

understand prompts, 38

Undo button, 122, 125

undoing actions, 321-322

\%

Visualize a table option, Copilot in Word, 273
voice, chatting with, 156-158, 175

W

web content plug-in, using with OneNote, 338-344

web vs. app experience, 38-39. See Copilot Pro on the web

website content, summarizing, 133—136

Windows, accessing Copilot Pro in, 19-22, 33-34

Word documents. See also Copilot in Word
creating presentations from, 59-60

finding references in, 278

summarizing, 276-277
using styles in, 301
word limits, 261

workbooks in Excel, adding sheets to, 206

writing content, Copilot mobile app, 172-174, 176




Y

YouTube videos, chatting with, 140-141
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