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Topics

* Quick Prompting Recap
« Some Copilot in Word Practice

 Demo

Copilot in Word Overview

Questions




Art of Prompting - Key Elements

WHAT
do | want?

@

Goal (Objective)

What response do you
want from Copilot?
(Desired outcome)

WHY / WHO
do | need it?

/

Context, Persona &
Audience

Why do you need it?
Who is involved?
Act as a <Persona>

WHERE
to look?

Lo

Source (Grounding)

Which information
sources should Copilot
use (ground against)?

HOW
do I need it?

How should Copilot
respond to meet your
expectations?



Art of Prompting - Key Elements

( Goal ) ( Context )

What response do you Why do you need it
want from Copilot? and who is involved?

Generate 3-5 bullet points to prepare me for a policy
update meeting with Agency X. Focus on Email and
Teams chats since June. Please use simple language so
| can get up to speed quickly.

Which information sources or How should Copilot respond
samples should Copilot use? to best meet your expectations?

( Source ) Expectations




How to use: Copilot in Word in the document

Note the specific prompts shown may vary

Sample use cases
* Turn an outline or idea into text
* Rewrite existing text for length, tone, new
phrasing
» Add tables based on the text

What can you do in the document

* Draft with Copilot — Add content to the Word
doc

— Start from a blank page to create new content
using Reference a file (up to 3 Word or
PowerPoint files) or providing a topic for
ungrounded content (ungrounded content will
not necessarily be factual)

— Add new content at any point using Inspire
Me (to build on existing content), referencing
a file for new grounded content, or providing a
topic for ungrounded content (ungrounded
content will not necessarily be factual)

» Add suggested image (next to the title)

* Put information into a table using Visualize as a
table

-

@ Draft with Copilot X

Describe what you'd like to write, including notes or an outline, and Copilot can generate a
draft to help you get started

......

Ty Draft with Copilot

| leing Canil | Describe what you'd like to write

rords  [§ Text Predictions: On | 2000
| % Reference afile Il % Inspire me |I

Ihe Value Calculator can be use
conversations. The steps are: In|
Costs. The Results page display:
the net benefits, ROI, payback, I
consolidation savings and the bt
e i tation of the
» analysis. They cap also share th

tor is a powerl
w the value of
f Visualize as a table fpance for a but

77 Rewrite

@ Summary of the Value
Guide

Provide ideas or reference a file

Provide ideas, reference a file,
or let Copilot write

Rewrite or add a table

Add an image


https://support.microsoft.com/en-us/copilot-word

How to use: Copilot in Word in the Copilot chat pane

Note the specific prompts shown may vary

s

* Summarize or answer questions about an existing
document

ample use cases

Use the Copilot chat pane to
* Summarize

— Create a summary

— Show action items and next steps
* Command (Ask)

— Ask general questions

— Add table of contents

© Copilot

>

Select a predefined
prompt in the Copilot
sidebar. You can then

add more context.

Ask general
knowledge questions
or ask for creative
ideas. You'll need to
review any content for
factual mistakes



https://support.microsoft.com/en-us/copilot-word

Practice : Create a Copilot training plan

1. Go to Copilot in Teams, Word or to https:///www.microsoft365.com/chat
2. In chat box write this example prompt below
“Create a training plan to help me with adopting M365 co-pilot. Include a list of

daily activities that I can do that help me to build Copilot into my daily routine”

How did it work? Provide feedback, choose either the thumbs up or down reaction


https://www.microsoft365.com/chat

Practice : From Copilot Chat to Word

1.  Go to a long (preferably complicated) Word document and open Copilot

2. Enter the following prompt:

“Act as a rewriting expert, your task is to rewrite the following text, making it
easier to understand for a general audience. The rewritten text should maintain
the original meaning but should be written in simpler, more accessible language.
The goal is to ensure that anyone can understand the information. Ensure that the
text is free from jargon and complicated terms. Suggest a glossary where needed.
The tone should remain professional but friendly. Reply with Yes if you

understand”

You can also use Copilot in Word to summarize, add content, expand or rewrite particular sections.

How did it work? Provide feedback, choose either the thumbs up or down reaction
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Creating a new Document with Copilot in Word



Practice : Creating a new Word document with Copilot in Word

1. Go to Word or
https://www.microsoft365.com/launch/
word and create a new Blank
Document

2. Enter the following prompt:

“Write a new document on the
cost, benefits, and
considerations for installing
solar panels on homes. Provide
an introduction at the
beginning of the document and a
summary at the end of the

document. 1Include a table of e  ;y;e”’’’™” > N>R
contents”

How did it work? Provide feedback, choose
either the thumbs up or down reaction


https://www.microsoft365.com/launch/word
https://www.microsoft365.com/launch/word

Practice : Creating a new Word document with Copilot in Word

1. Go to Word or
https://www.microsoft365.com/launch/
word and create a new Blank
Document

2. Enter the following prompt:

“Give me a list of questions to
ask an agency about a new
policy”

or you may enter your own prompt:
“Write a new document about

<this topic> and include <these
details>.”

How did it work? Provide feedback, choose
either the thumbs up or down reaction


https://www.microsoft365.com/launch/word
https://www.microsoft365.com/launch/word

Practice : Use Existing Documents to Create a new Word document with

Copilot in Word

1. Go to Word or https://www.microsoft365.com/launch/word and create a new Blank Document

2. Enter a prompt using the forward / to reference existing content:

“Draft a response to the Tailwind RFP using the /<RFP reply framework> to format
the response. Reference the /<Boulder Internal Meeting> and the /<Commercial
Charger Pro Spec> for technical details and pricing. Include discount details
from the following email /<Exciting Opportunity> ”

This is a sample prompt that is using 4 different reference documents.

How did it work? Provide feedback, choose either the thumbs up or down reaction


https://www.microsoft365.com/launch/word
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Modifying an existing document with Copilot in Word



Practice : Modifying an existing Word document with Copilot in Word

1. In an existing Word document (or one used for this practice)
2. Select and highlight an existing sentence or a paragraph.
3. Click the Copilot icon on the left of the new line

4. Enter the following prompt:

“Rewrite this sentence, but make it sound more professional.”

How did it work? Provide feedback, choose either the thumbs up or down reaction



Practice : Modifying an existing Word document with Copilot in Word

1. In an existing Word document (or one
used for this practice)

365 3 X

¥ 5-my.s X % -0

. i @ Solar Pan o Search for tools, help, and more (Alt + Q) & G*)‘

2. Navigate to the end of the document ML N SR
D0 Flv F aptos@osy) V12 v A A B I U ZvAvh o |iSviEvE ESyHy Av| Ay | Owitingv | § dicatew | [ sensitivity v | £ edtor | B v | Designer v @) Copict | -+ g

»»»»»»

3. Innew line click the Copilot icon on the
. Questions for Client's Social Media
left of the new line I

communicate?

4. Click Inspire Me or Keep Writing This

mmmmmm

You can regenerate the response more -
than one time, then you can select the g
response that you like
How did it work? Provide feedback, choose T —— T 8|

either the thumbs up or down reaction



Practice : Visualize Content as a Table

1. Go to Word or
https://www.microsoft365.com/launch/
word and create a new Blank
Document

2. Enter the following prompt:

“Write a paragraph about the
different types of apples.”

3. Select Keep It and Select the target
content

4. Click on the Copilot Icon to the left of the ———

text and select the “Visualize as a Table”
option

How did it work? Provide feedback, choose
either the thumbs up or down reaction

x @' Business Proposal Contoso - Fat. X W7 Solar Panels for Homes A Guide X

Business Proposal for Fabricam
Corporation

Prepared by Contoso Consulting

Executive Summary

ve their performance. We offer
ing. data analytics, software
development, and digital transformation,

We are pleased to present this
the manufacturing Industry. We
experienced IT partner to
business processt
Consulting s the dea
the track record to del

Project Overview

engaging experiences
To achieve these goals, we propose the following scope of work:

* Analyze
and opp

current state of Fab
nities for improvem

's IT environment and identify the gaps

o Designand Implement a cloud-based solution that meets Fabricam's



https://www.microsoft365.com/launch/word
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Analyzing isting document with Copilot in Word




Practice : Summarize a Document

1. Open an existing Word file that you
have access to.

© Word | Microsoft 365 X | © Word | Microsoft 365 X W Business Proposal Contoso-Fal. X W Solar Panels for Homes A Guide X | €3 My Content | Microsoft 365 x | [} Reledoud Thunderbolt eBike Pre X | -+

m365cp128905-my.sharepoint.com

i1 @l Business Proposal Contoso - Fabricam Corporation 3 @ Search for too

2. At the top of the file, click on the . s i ot e e e -

Copilot Icon in the ribbon menu and R e " | Ko R 3
open the Copilot pane on the right
Business Proposal for Fabricam

side of the document. Gorperalion

Prepared by Contoso Consulting

Executive Summary
. . Contoso Consulting is a leading provider of IT solutions and services for businesses of all
ICK Or e nte r t e prom t SetaTWo hivouet 26 joatach in delivornd hmoretve and boct cHintie
4 . solutions that help our clients achieve their goals and improve their performance. We offer

arange of services, including cloud computing, data analytics, cybersecurity, software

S ° t h d t de . and digital transformation.
ummarize e adaocumen 5 A 4 S S, A RSB
t

the ingindustry. We
experienced IT partner to help them modernize their IT infrastructure, optimize their
business processes, and enhance their customer experience. We believe that Contoso
Consulting is the ideal partner for this project, as we have the expertise, the resources, and
the track record to deliver the best results.

How did it work? Provide feedback, A
. The main objective of this project is to help Fabricam achieve the following goals:
choose either the thumbs up or down
. streamlining business processes
re a Ct I O n Ienncgr:;ieg(;L):;:}nrz:;::nsfacuon and loyalty by providing personalized and

To achieve these goals, we propose the following scope of work:

Reduce IT costs and complexity by migrating to the cloud
Improve operational efficiency and productivity by automating and

o Analyze the current state of Fabric

s IT environment and identify the gaps d




Practice : Ask Questions about the Document

1. Open an existing Word file that you have access to.

2. At the top of the file, click on the Copilot Icon in the ribbon menu and open the Copilot pane on the
right side of the document.

3. Example Prompt: “What does this document say about <pick a topic>?"

How did it work? Provide feedback, choose either the thumbs up or down reaction
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Transforming a document to an email with Copilot in Word



Practice : Transform a Document into an Email

1. Open an existing Word file that you have
access to.

2. At the top of the file, click on the Copilot
Icon in the ribbon menu and open the
Copilot pane on the right side of the
document.

3. Enter the Prompt:
“Transform this document into an email”

Copilot will create an email draft based on the
document content which can be used to send
an email

How did it work? Provide feedback, choose
either the thumbs up or down reaction

W' Business Proposal Contoso - Fot. X W1 Sl

Business Proposal for Fabricam
Corporation

Prepared by Contoso Consulting

Project Overview

The main objective of this project is to help

* Reduce T costs

Is, we propose the following scope of work

rent state

s IT environment and identify the gaps

ased solution that meets Fabricam's




Find more Word prompts to try in Copilot Lab

( ( N [ (
(5 Write an introduction () Summarize this doc ‘= List pros and cons =q| Add a paragraph
Write an intro paragraph for this Summarize this document [in 3key points] List the pros and cons of [the different Add a paragraph that captures [the
document and make it sound project ideas mentioned in this document] argument of this document]
[professional]
W W
. . A\ .
( ( (
AA Change the font = Create an overview i=p Outline a business plan Take notes in a meetin
9 74 7 P 9
Change the font to [Segoe Ul, 12point] Create a high-level overview of Draft a business plan outline for a Draft a one-page template that | can use
[agile product development] [sustainable marketing company] to take notes for a meeting. Include
sections for the date and topic
W W
. . G .
( ( N\ ( (
() Understand quickly {87 Brainstorm team building ideas ) Improve this document (5 Write more confidently
Explain this document in three sentences Give me ideas for icebreaker activities Give me specific examples from this How can | more concisely describe
for a new team document on how | can improve it for [time management]?
[a leadership review?]
W W
\_ \_ J L \_
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Questions




	Default Section
	Slide 1: Copilot in Word
	Slide 2
	Slide 3: Topics

	Prompting Overview
	Slide 4
	Slide 5

	About Copilot in Word
	Slide 6: How to use: Copilot in Word in the document Note the specific prompts shown may vary
	Slide 7: How to use: Copilot in Word in the Copilot chat pane Note the specific prompts shown may vary

	Copilot Chat and Word - Optional
	Slide 8
	Slide 9
	Slide 10: Demo

	Creating New Content
	Slide 11: Creating a new Document with Copilot in Word  
	Slide 12
	Slide 13
	Slide 14

	Modifying Existing Content
	Slide 15: Modifying an existing document with Copilot in Word 
	Slide 16
	Slide 17
	Slide 18

	Analyzing Content
	Slide 19: Analyzing an existing document with Copilot in Word
	Slide 20
	Slide 21

	Transforming Content
	Slide 22: Transforming a document to an email with Copilot in Word 
	Slide 23

	Copilot Word Prompts
	Slide 24: Find more Word prompts to try in Copilot Lab

	Untitled Section
	Slide 25: Questions


