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Agenda

• Why CoPilot?
• What’s a prompt and why do I care if it’s “good”?
• General Guidelines for writing effective prompts
• Examples/Demos:
• Word
• Excel
• Microsoft 365
• Teams
• Outlook

• Q&A
• Homework (yes, there’s homework ☺ )



Why CoPilot?

Unleash Creativity

Unlock Productivity

Uplevel Skills

Top 5 obstacles to productivity2



Copilot for Microsoft 365

Embedded across Microsoft 365 
apps



Prompts

Why CoPilot?What’s a prompt and why do I 

care if it’s “Good”?

Prompts are how you ask Microsoft 365 Copilot 

to do something for you.

Think about prompting like having a conversation.



AI is a 
powerful 

tool, 
however

The way you interact with AI will 
impact your results.

You can ask AI similar questions and get 
different answers.

It’s important to guide AI

What’s a prompt and why do I 

care if it’s “Good”?



Delve Edit text Summarize

Common Prompts
There are many types of prompts you can use depending on the task you want done.

"What is [Project X] and who 

are the key stakeholders 

working on it?"

"Check this product launch rationale 

for inconsistencies and suggest 

alternative wording.”

“Write a summary of this 

[presentation].”

Transform Create Catch-up

“Create a value proposition for 

[Product X].”
“Transform this document into 

a 10-slide presentation.”

“Provide a summary of the 

updates and action items on 

[Project X].” 



Prompt 
“ingredients”

Goal: What do you 
want from Copilot?

Context: Why do you 
need it and who is 

involved?

Source: Which 
information sources 
or samples should 

Copilot use? 

Expectations: How 
should Copilot 

respond to best meet 
your expectations?



Summarize the Phase 
3+ campaign

Before

After



• Be clear and specific. 
⚬ Provide specific instructions to Copilot, such as topic, purpose, tone, and required length.

• Keep it conversational.
⚬ Give feedback to Copilot based on the quality of its responses to help the AI learn and match your 

preferences.

• Give examples.
⚬ Use clear and specific keywords or phrases when asking Copilot to write a piece of text for you. This helps 

it generate more relevant and creative copy.

• Ask for feedback.
⚬ Requesting feedback from Copilot helps it to understand your needs 
    and preferences, and to provide you with more relevant, helpful responses.

• Write legibly.
⚬ Use correct punctuation, capitalization, and grammar
    when writing prompts, as this will help the AI produce better quality text
    and responses

• Check for accuracy.
⚬ Occasionally, Copilot may make mistakes. Always check Copilot’s responses for accuracy, grammar, and 

style, and watch out for irrelevant or inappropriate content.

• Provide details.
⚬ Provide Copilot with contextual details to help it generate more accurate, consistent responses. For 

example, the genre, characters, and plot to a story.

• Be Polite
⚬ Using kind and respectful language when chatting with Copilot helps foster collaboration and improves the 

AI's responsiveness and performance.

• Be vague.
⚬ When prompting Copilot, avoid using vague language, and be as clear 

as possible to receive better-quality responses 

• Request inappropriate or unethical content.
⚬ Copilot is not responsible for the content or the consequences of your 

writing. You should respect local laws, rules, and the rights of others. 

• Use slang, jargon, or informal language.
⚬ This may cause Copilot to give low-quality, inappropriate or 

unprofessional responses.

• Give conflicting instructions.
⚬ Prompting Copilot to perform a task that includes multiple or 

conflicting pieces of information in the same request can confuse the 
AI and result in lower quality responses. 

• Interrupt or change topics abruptly.
⚬ This could disrupt Copilot’s writing process. Always close or finish a 

task before starting a new one. When starting a new task, write “New 
task.” 



Iteration – 
Review and 

Revise

ITERATION IS EVERYTHING!
ITERATION IS EVERYTHING!!

One of the most common mistakes people make with AI is giving up after a single 
try that yielded less-than-ideal results.

Working with AI is a dynamic and interactive process, and it may take multiple 
iterations and recrafting of your query to get it “right”. Remember, CoPilot (and 
users!) are learning a new way to co-create.

As you provide more detail and context, the conversation helps CoPilot better 
understand what you want, producing more relevant output.

Giving feedback helps CoPilot learn and improve its performance. Following up 
on returned information provides deeper insights into points you want to drill 
into.

Experimentation, and iteration, is the key. And remember, generative AI is trained 
on human conversations – much the way your interactions with human people 
can inform their future responses to you, AI learns to collaborate with you on 
your terms.



Look for these tips throughout the presentation to avoid mishaps!
GOTCHA’S!



CoPilot in Microsoft Word Part I



CoPilot in Microsoft Word Part II



CoPilot in Microsoft Word Part III



CoPilot in Microsoft Word Part IV



WARNING!!

CoPilot in Excel can only reference Excel data that has been formatted into a 
table. 

• Select the cell or the range in the data.
• Select Home > Format as Table.
• If you want the first row of the range to be the header row, In the ”Format as Table” dialog box, 

select the checkbox next to My table has headers.
• Select OK.
• Select any cell within the table to make the table active before prompting CoPilot.

GOTCHA’S!



CoPilot in Microsoft Excel



WARNING!!  

Using the Slash commands (/) to reference a file only shows the Most Recently 
Used (MRU)  list. 

You can still indicate other files to be referenced by typing in the full file name or 
in some cases by browsing to the file, however Microsoft Copilot will only work 
with files saved to OneDrive. If files are stored locally on your PC, you will need 
to move them to OneDrive to activate Copilot.

GOTCHA’S!



CoPilot across Microsoft 365



WARNING!!

CoPilot in Teams Meetings requires that either Transcription or Recording is 
turned on (or both), and the meeting must be long enough for CoPilot to analyze. 

GOTCHA’S!



CoPilot in Microsoft Teams



WARNING!!  

Copilot in Outlook only supports work or school accounts, and Microsoft 
accounts using outlook.com, hotmail.com, live.com, and msn.com email addresses 
at this time. Any Microsoft account using an account from a third-party email 
provider, such as a Gmail, Yahoo, or iCloud, can still use Outlook, but won’t have 
access to the Copilot features in Outlook.

GOTCHA’S!



CoPilot in Microsoft Outlook



Know Copilot’s limitations. 
Copilot is limited to your current 

conversation, so give lots of details.

Helpful hints

Be professional.
 Using polite language improves 

Copilot’s response. 

Start fresh. 
Avoid interrupting and type “new 

topic” when switching tasks.

Use quotation marks. 
This helps Copilot know what to 
write, modify, or replace for you. 

Communicate clearly. 
Pay attention to punctuation, 
grammar, and capitalization.



Q&A



Homework (I did warn you…)

Group A: You have Copilot Group B: You don't have Copilot
• Go use it!

• If you have any questions or an issue 

arises, feel free to reach out.
o You can reach out to 

your Technical Account Manager

o Later today you'll receive a recording of the 

webinar. On the recording page there is a 

form where you can submit questions.

• Go use Copilot for Microsoft 365!
o Free version for those without Copilot

o After using it, if you can benefit from Copilot, get connected 

with your Technical Account Manager.

• If you have any questions or an issue arises, feel 

free to reach out!
• Contacting your Technical Account Manager is a good place 

to start!

o Later today you'll receive a recording of the webinar. On the 

recording page there is a form where you can submit 

questions.



Applications, Analytics  & A.I. Services
Are you looking for answers in any 

of the following areas?
• AI Integration

o Strategy and Development

o Dashboarding

o Custom reports

• Personalized Workflows

• Integrations
o Custom solutions and strategy development

• Custom Applications

• SharePoint Customization

The Development Team can help!

If you want to implement Copilot or 
need support in any of these areas, let us know!

• Answer "Yes," in survey, and we'll connect you 

with your TAM to get you more information or learn 

how we can support your needs

• You can also reply to the follow up email that will be 

sent after the webinar



October 17th (Wineries)

• All will be recorded, so if you can’t make it, you'll receive a recording!
• You can pre-register for our remaining 2024 webinars! Just select yes in the upcoming 

poll.
⚬ You can also send an email to akreps@endsight.net or reply to our follow up email.

Upcoming Session: 
Development Webinar



• August 22nd!
• Topic: Protecting from Phishing Attacks

• Great for business leaders and tech professionals, also for anyone looking to stay up to 
date on recent cybersecurity trends.

• Extensive Q&A - if you have a question, we'll get it answered! We can also take sensitive 
questions offline. 

• This will be recorded, so if you can’t make it, you'll receive a recording!
• If you hadn't registered for this event yet and want to, please answer YES in the upcoming 

poll.
• You can also email Aaron Kreps, akreps@endsight.net to pre-register

Upcoming 
Sessions: Office Hours

mailto:akreps@endsight.net


Thank you!
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