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The art and science of prompting

Prompts are how you ask Copilot 
Chat to do something for you — 
like creating, summarizing, 
reviewing, or researching. 

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

Review text: 
"Check this product launch rationale for inconsistencies." 

Summarize information: 
"Write a session abstract of this [presentation]." 

Create engaging content: 
"Create a value proposition for our new product using [Product Info]." 

Research what’s happening: 
“Give me the latest industry news on Generational AI" 

Tell Copilot Chat what you need



ELT layout

The Art and Science of prompting

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

Goal

What 
response do 

you want 
from 

Copilot 
Chat? 

Context

Why do 
you need it 
and who is 
involved?

Which 
information 
sources or 

samples 
should Copilot 

Chat use?

Source

How should 
Copilot Chat 

respond
to best meet 

your 
expectations?

Expectations

Include the right prompt ingredients

Goal Context Source Expectations



Goal

What response do you want 

from Copilot Chat? 

Context

Why do you need it and 

who is involved?

Which information sources or 

samples should Copilot Chat use?

Source

How should Copilot Chat respond

to best meet your expectations?

Expectations

Help me write an email to inform the customer 
about a product change. Since the customer is not a 
global administrator, I need to reference the URL 
that describes the change, and provide clear and 
concise information.

Include the right prompt ingredients



Art of Prompting



Copilot in Teams Overview



How to Get Started…



Ad-hoc Meetings

Standard Teams Meeting

Chat and Channel Meetings



Ad Hoc Meetings/ Meet Now Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Ad Hoc Meetings/ Meet Now Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Starting Transcription in Teams Meeting : Adhoc/Meet Now  
Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Standard Meeting Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Standard Meeting Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Scheduling Meeting in Teams + AI options
Microsoft Teams Logo, symbol, meaning, history, PNG

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


Chat and Channel Meetings 
Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Chat and Channel Meetings 
Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Chat and Channel Meetings 
Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


Now Copilot for Teams 

has Started…

Now Let's see what else we can do next…



Copilot in Teams During Meetings
Microsoft Teams Logo, symbol, meaning, history, PNG

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


Copilot in Teams Meeting only Mode..



Copilot After-Meetings
Microsoft Teams Logo, symbol, meaning, history, 
PNG

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


How to use: Copilot in Teams for chat
Microsoft Teams Logo, symbol, meaning, history, 
PNG

Sample use cases

• Catch up on a chat thread with a 

summary or by getting key points and 

action items

• Draft a new chat entry in the thread

In the Teams chat window

• Rewrite a draft and adjust for length and 

tone

Use the Copilot chat pane to

• Ask questions about the content of the 

chat – does not work in Channels

• Summarize over a period of time

• Ask about decisions, open items, tasks

• Ask what a specific person said

• Ask about links

When creating a chat entry 

click on the Copilot icon 

----to show the Rewrite and 

Adjust prompts when drafting 

a new chat

Click on the Prompt 

Guide icon 

____ to show the prompts to 

edit a slide or learn about the 

presentation

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


How to use: Copilot in Teams during a meeting
Note the specific prompts shown may vary

Microsoft Teams Logo, symbol, meaning, history, 
PNG

Sample use cases

• Get help during a meeting with a 

summary, key points, sentiment, or 

potential questions

• Catch up on a meeting with a summary 

or by asking questions

• Works during 1:1 and group calls, Meet 

Now, Scheduled private meetings, 

recurring meetings, Channel meetings

Use the Copilot chat pane to

• Get a summary of the meeting so far

• Key discussion points

• Who said what or what people said

• Where do people disagree

• Suggest action items

Click on the Prompt 

Guide icon 

__ to show list of 

curated prompts

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


How to use: Copilot in Teams after a meeting
Note the specific prompts shown may vary

Microsoft Teams Logo, symbol, meaning, history, 
PNG

Sample use cases

• Catch up on a meeting with a summary 

or by asking questions

• Works for scheduled meetings with a 

transcript 

(1:1 and group)

Use the Copilot chat pane on the Recap 

tab to

• Recap the meeting

• List action items

• Follow up questions

• Highlight the different perspectives on a 

topic

• List main ideas

Click on the Prompt Guide icon 

____ to show the prompts to ask 

questions about the 

meeting content

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


What Happens to recordings and Transcripts 
Microsoft Teams Logo, symbol, meaning, history, 
PNG

For Non-Channel (Standard Teams 

Meeting)

• Stored in OneDrive of Person who 

clicked Record

• OneDrive→ Recordings

For Channel Teams Meeting

• Teams Channel->Files-> recordings

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


Now Lets take a look at 

few more examples…



Recap Meetings

Track Action Items Automatically

Be Specific

Plan Agendas Without the Hassle

Search Smarter, Not Harder



Recap meetings

Use Copilot to Summarize key takeaways, track 
actions, and highlight decisions from any recorded 
meetings

Prompt: “Summarize the last meeting and list all 
actions items assigned to me.”



Recap meetings



Recap meetings



Recap meetings



Track Action Items

Use Copilot to extract action items from meetings, 
chats, and posts- so we don’t miss a thing.

Prompt: “What action items were assigned to me this 
week in this meeting /.”



Track Action items

Summarize my last project meeting / and list action items



Track Action items

Create a draft agenda for next  [Meeting]based on previous 

discussion



Track Action items

Write a follow-up email to attendees summarizing today’s 

discussion and next steps



Track Action items

What Decisions were made in the last meeting /



Be Specific

When Using Copilot in Teams, specificity helps. It 
helps Copilot Understand your Intent and generate 
more relevant content

Prompt: “What did [person] say about the topic []



What did [person] say about [topic]? in Copilot in Teams

• Try this prompt in your next meeting 

   What did [person] say about [x]?

Summarize all emails, Teams chats, and meetings involving 
[Manager’s Name] this week. Highlight key decisions, pending 
actions, and deadlines.

       

Build an agenda for a follow up meeting based on this 
call. Include reference in the agenda to the 
conversation thread with brief summary. 

Post Meeting agenda planning in Copilot in Teams



Getting Specific ... in Copilot in Teams

• Try this prompt in your next meeting 

   What were some concerns raised by / about "" ?

       Provide more details on the use cases for [ topic] that [user] explained

       



Getting Specific ... in Copilot in Teams

• Try this prompt in your next meeting 

   What Open Questions still needs to be addressed  ?

       

Build an agenda for a follow up meeting based on this 
call. Include reference in the agenda to the 
conversation thread with brief summary. 

Post Meeting agenda planning in Copilot in Teams



Search Smarter not Harder



Traditional search is Outdated

Copilot Search is Context-Aware and Conversational



Where is the location of the 

deck [david] created for all 

presentations?



Could you help me locate the conversation 

where [Megan] shared the link to the NC 

Innovation Day Registration Excel file?



What did [ person] say about [Topic] on this 

[meeting] who is covering it



Chat and Channel Summaries

What are Open Items ? 

Summarize what I've missed



Chat and Channel Summaries

Highlights from the Past 7 Days



Chat and Channel Summaries

Highlights from this 

conversation



Chat and Channel Summaries

What were some suggested 

Workarounds



Identify sentiment or concerns in Copilot in Teams

• Try this prompt in your next 
meeting 

   List the biggest concern for each 
participant in the meeting.  

       Are there any unresolved items or 
any outstanding open items that 
need addressing? 

    Suggest follow-up questions



To Sum Things Up

• Try this prompt in your next meeting 
Summarize key takeaways, decisions, and action items from today’s meeting, identify 

unresolved topics, and draft a proposed agenda for our next session—then prepare a follow-up 

message I can send to the team

        



New Feature (forthcoming! Not yet in GCC) 



Tips & Tricks

Use Copilot during meetings: 

Don’t wait until after 

Summarize the discussion so far

Getting real-time info 

Highlight a pending question no one answered yet

What decisions were made in this chat?

• Use tables and lists: 

Ask for a table (options, pros/cons) as mentioned, helps to digest complex discussions

List the questions asked during this meeting & the person that asked the question & who responded. 

List any open items that have not been addressed in this meeting. Output in table format. 

Prompt Gallery inspiration

Copilot Chat (both M365 + CP Chat) includes a Prompt Gallery



Find more Teams prompts to try in Copilot Lab

Find action items

Are there any action items for me?

Microsoft Teams Logo, symbol, 
meaning, history, PNG

Compare Ideas

For each idea discussed, identify the 

pros and cons formatted as a table with 

3 headers: idea, pros, cons. 

Microsoft Teams Logo, symbol, 
meaning, history, PNG

What are the options?

Create a table of the options discussed 

with pros and cons

Microsoft Teams Logo, symbol, 
meaning, history, PNG

List ideas

List 5 ideas discussed

Microsoft Teams Logo, symbol, 
meaning, history, PNG

Get the schedule

List the key dates in a table

Microsoft Teams Logo, symbol, 
meaning, history, PNG

Get clarity

List the different opinions and suggest 

clarifying questions to ask for each

Microsoft Teams Logo, symbol, 
meaning, history, PNG

What decisions were made

Did the team achieve consensus on a 

decision and what was it?

Microsoft Teams Logo, symbol, 
meaning, history, PNG

Be prepared

What are the goals and topics from the 

meeting? Format each section with a 

bolded heading, and bolded names

Microsoft Teams Logo, symbol, 
meaning, history, PNG

Keep meetings moving

What questions can the group ask to 

generate more ideas or insights? Limit 

each to 30-60 characters

Microsoft Teams Logo, symbol, 
meaning, history, PNG

Summarize meetings

Summarize what was discussed about

Microsoft Teams Logo, symbol, 
meaning, history, PNG

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


Additional Resources

• Top 10 things to try first with M365 Copilot: Downloadable Kit

• For more prompts, Copilot Lab at  https://aka.ms/CopilotLab

• http://aka.ms/GreatCopilotJourney

• What's New in Copilot (non-GCC)

• GCC Feature Availability

• GCC Roadmap Copilot for Teams

• Frequently asked questions about Microsoft 365 Copilot in Teams

https://www.microsoft.com/en-us/microsoft-365/copilot/copilot-top-10-things-to-try-first#outlook
https://www.microsoft.com/en-us/microsoft-365/copilot/copilot-top-10-things-to-try-first#outlook
https://marketingassets.microsoft.com/gdc/gdcWeNfO1/original?culture=en-us&country=us
https://aka.ms/CopilotLab
http://aka.ms/GreatCopilotJourney
http://aka.ms/GreatCopilotJourney
https://techcommunity.microsoft.com/category/microsoft365copilot/blog/microsoft365copilotblog
https://techcommunity.microsoft.com/category/microsoft365copilot/blog/microsoft365copilotblog
https://techcommunity.microsoft.com/category/microsoft365copilot/blog/microsoft365copilotblog
https://techcommunity.microsoft.com/category/microsoft365copilot/blog/microsoft365copilotblog
https://learn.microsoft.com/en-us/office365/servicedescriptions/office-365-platform-service-description/microsoft-365-copilot#feature-availability
https://learn.microsoft.com/en-us/office365/servicedescriptions/office-365-platform-service-description/microsoft-365-copilot#feature-availability
https://www.microsoft.com/en-us/microsoft-365/roadmap?rtc=2&filters=%5B%22GCC%22%5D&searchterms=copilot+teams
https://www.microsoft.com/en-us/microsoft-365/roadmap?rtc=2&filters=%5B%22GCC%22%5D&searchterms=copilot+teams
http://aka.ms/FAQCPTeams
http://aka.ms/FAQCPTeams


Questions



Thank you!

Please fill out the survey

https://aka.ms/NCDIT
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