Getting More From Microsoft Copilot: A Mid-Level User Guide

Introduction
This guide is for people who have encountered Microsoft Copilot and want to use it more effectively. It assumes you are familiar with Microsoft 365 and have at least seen Copilot in action — the focus is on the techniques, features, and structures that move you from occasional use to genuine productivity gain.
Microsoft Copilot is an AI assistant built into the Microsoft 365 ecosystem. Unlike a standalone chat tool, its distinctive capability is access to your organisational data — your emails, meetings, documents, and chats — combined with the ability to act inside the applications you already work in. That integration is what separates it from a general-purpose AI assistant and what makes understanding it correctly so important.
This guide covers:
· The different Copilot products and when each applies
· Copilot within each Microsoft 365 application
· Business Chat and cross-application context
· Writing effective prompts for Copilot
· Copilot Pages and Copilot Lab
· Power user patterns
· Privacy and data handling
· Understanding the limitations

1. The Copilot Family — Which One Are You Using?
“Copilot” is an umbrella brand that covers several distinct products. Knowing which one you are dealing with matters.
Microsoft Copilot (Web / Free)
Available at copilot.microsoft.com and built into Bing. This is the general-purpose AI assistant — similar in concept to Claude or ChatGPT. It can answer questions, help with writing, summarise content, and perform web searches. The free version works without a Microsoft 365 subscription, but it does not have access to your organisational data.
When you sign in with a Microsoft work account, Copilot gains access to your Microsoft Graph data (emails, meetings, files) depending on your organisation’s configuration.
Microsoft 365 Copilot (Licensed)
This is the enterprise product that lives inside Word, Excel, PowerPoint, Outlook, Teams, and other Microsoft 365 applications. It requires a dedicated Microsoft 365 Copilot licence (separate from a standard M365 subscription). It has access to your organisational data through Microsoft Graph and can reference your emails, meetings, documents, and chats when generating responses.
This is the product most of this guide focuses on.
GitHub Copilot
A code completion and AI pair-programming tool for software developers. It integrates into VS Code, JetBrains IDEs, and other editors. It suggests code as you type, generates functions from comments, writes tests, and explains code. If you are not a software developer, this product is not relevant to your day-to-day work.
Copilot in Windows
Built into Windows 11, accessible via the taskbar. A general-purpose assistant for your PC — it can adjust system settings, answer questions, and summarise content on screen. Useful for quick questions without opening a browser, but less powerful than M365 Copilot for document and communication work.

2. Microsoft 365 Copilot by Application
The most significant productivity gains come from understanding what Copilot can do in each application and when to reach for it.
2.1 Copilot in Word
Copilot in Word can draft new content, rewrite existing content, summarise documents, and extend a piece of writing from a brief. Access it from the Copilot button in the ribbon or by pressing Alt + I to open the Copilot panel.
Key capabilities:
· Draft from a prompt — Describe what you want and Copilot generates a first draft. Specify tone, length, audience, and format in the prompt.
· Rewrite a selection — Highlight any section and ask Copilot to rewrite it for clarity, a different tone, or a shorter length.
· Summarise — Ask Copilot to summarise the whole document or a specific section.
· Ask questions about the document — “What are the three main recommendations in this document?” treats the document as context for a question.
· Reference other files — Use the / shortcut to reference another file from SharePoint or OneDrive. Copilot can draft content that draws from multiple documents.
Prompt tip for Word: Be specific about purpose. “Write an introduction to this document” is weak. “Write a 150-word introduction for a board audience who are unfamiliar with the project — focus on the business case, not the technical detail” is far more useful.
2.2 Copilot in Excel
Copilot in Excel sits in the right-hand panel and works against your data tables. It does not require you to know formulas — describe what you want in plain English and Copilot generates the formula, analysis, or visualisation.
Key capabilities:
· Generate formulas — Describe what the formula should do (“calculate the percentage change between column B and column C”) and Copilot writes it, with an explanation.
· Create pivot tables and charts — Ask for a visualisation of a specific data relationship and Copilot builds it.
· Highlight and filter — “Highlight rows where the value in column D exceeds 1000” — Copilot applies conditional formatting.
· Identify trends and outliers — “What are the top five performing regions in this data?” returns a plain-English analysis.
· Add new columns — “Add a column that categorises each row as High, Medium, or Low based on the value in column E” — Copilot creates the column with the appropriate logic.
Note: Your data must be formatted as a proper Excel Table (Insert > Table) for Copilot to work with it reliably. Unstructured ranges work less well.
2.3 Copilot in PowerPoint
Copilot in PowerPoint generates entire presentations from a brief or from an existing document. Access it from the Copilot button in the Home ribbon.
Key capabilities:
· Create a presentation from a prompt — Describe the topic, audience, and number of slides. Copilot generates a full deck with structure, speaker notes, and placeholder imagery.
· Create from a document — Use / to reference a Word document. Copilot extracts the key points and builds slides from them — particularly useful for turning reports into presentations.
· Summarise a deck — “Summarise the key points of this presentation in five bullets” — useful when you inherit a long deck and need to get up to speed quickly.
· Add a slide — “Add a slide covering the risks identified in slide 4” — Copilot inserts a new slide in context.
· Rewrite speaker notes — Select a slide and ask Copilot to expand or rewrite the speaker notes for a specific audience.
Prompt tip for PowerPoint: Always specify the audience and the purpose of the presentation. “A five-slide presentation for the senior leadership team covering Q2 performance against our three strategic objectives” produces far more targeted output than “a presentation about Q2 performance.”
2.4 Copilot in Outlook
Copilot in Outlook works in two modes: within the email compose window (for drafting and refining) and in the inbox panel (for summarising threads and preparing for meetings).
Key capabilities:
· Draft an email — Open a new email and use the Copilot button to draft from a short description of what you want to say.
· Adjust tone and length — After a draft is generated, use the coaching options to make it more formal, more concise, or more direct.
· Summarise a thread — Long email chains can be summarised with a single click. Copilot pulls out the key decisions, action items, and outstanding questions.
· Coaching on your draft — Before sending, ask Copilot to review your email for clarity, tone, or any points you may have missed.
· Meeting preparation — Before a calendar meeting, Copilot can summarise the relevant email threads and recent documents related to that meeting’s attendees and topic.
Prompt tip for Outlook: When drafting, include context about the relationship. “Draft a professional but warm reply declining this vendor’s proposal — we have worked with them before and want to keep the relationship open” produces a better result than “decline this email.”
2.5 Copilot in Teams
Copilot in Teams is arguably the most transformative feature for anyone who spends significant time in meetings. It requires meeting transcription to be enabled.
Key capabilities:
· Live meeting assistance — During a meeting, ask Copilot questions about what has been discussed so far. “What points of disagreement have been raised?” or “What has been agreed on the first agenda item?”
· Meeting summaries — After a meeting ends, Copilot generates a structured summary including key discussion points, decisions made, and action items with owners.
· Catch up on missed content — If you join late, ask “What has been discussed so far?”
· Follow-up drafts — After a meeting, use the summary to ask Copilot to draft the follow-up email or action log.
· Chat summarisation — In Teams channels, Copilot can summarise long threads you have not read, identifying the key decisions and outstanding questions.
Note: Meeting transcription must be turned on for Copilot to work during and after meetings. If your organisation has disabled transcription, Copilot in Teams has significantly reduced capability.

3. Business Chat — Cross-Application Context
Business Chat (also referred to as Microsoft 365 Copilot Chat) is one of Copilot’s most powerful and least-understood features. It is available at the Copilot icon in Teams or at microsoft365.com/copilot.
Unlike the application-specific Copilot features, Business Chat has access to your entire Microsoft Graph — your emails, calendar, meetings, chats, documents, and contacts — all at once. You can ask questions that span multiple applications in a single prompt.
Examples of what Business Chat can do:
· “Summarise the key decisions from my meetings this week and list any action items assigned to me.”
· “What is the current status of the Henderson project? Look at recent emails and documents.”
· “Draft a briefing document for Monday’s board meeting, drawing on the latest version of the strategy deck and the Q2 performance report.”
· “What did Sarah Jones say about the budget in her last email to me?”
· “Prepare me for my 2pm meeting with the Delivery team — what has been discussed recently and are there any outstanding issues?”
Business Chat is context-aware across time as well — you can ask about emails from last month, meetings from last quarter, or documents from a specific project, and it will find and synthesise that content.
Using the / Reference Shortcut
In Business Chat (and in Word and PowerPoint), type / to explicitly reference a specific file, meeting, person, or email. This pins that item into Copilot’s context. If you want Copilot to draw on a specific document rather than inferring which one you mean, use the / reference to be explicit.

4. Writing Effective Prompts for Copilot
The prompting principles for Copilot are broadly the same as for any AI assistant, with some Microsoft 365-specific considerations.
The Four-Part Prompt Framework
Microsoft recommends structuring Copilot prompts around four elements. Not every prompt needs all four, but prompts that include them consistently produce better output.
	Element
	Question It Answers
	Example

	Goal
	What do I want Copilot to do?
	“Draft a project status update…”

	Context
	Why do I need it and what is the situation?
	“…for the Henderson account, which is currently two weeks behind schedule…”

	Source
	What data or files should Copilot use?
	“…drawing on the latest project plan at /Henderson_Plan.docx…”

	Expectations
	What format, tone, or length do I want?
	“…in a professional tone, three paragraphs, aimed at senior stakeholders.”


Weak prompt: “Write a project update.” Strong prompt: “Draft a project status update for the Henderson account for senior stakeholders. The project is two weeks behind schedule due to a supplier delay. Use /Henderson_Plan.docx for context. Keep it to three short paragraphs — situation, impact, and next steps.”
Be Specific About Source Material
Unlike a general AI assistant, Copilot can reference your actual files and communications. Use this. Referencing / a specific document, meeting, or email thread produces far more relevant output than asking Copilot to work from memory.
Iterate Within the Session
If the first output is close but not right, refine it in the same session. “Make the tone more formal”, “cut the second paragraph”, “add a section on mitigation steps” — Copilot retains the context of the current session and can refine without starting from scratch.
Use Coaching, Not Just Generation
In Outlook and Word, Copilot can review and coach your own writing rather than replace it. “Review this email for clarity and tone — what would you change?” is a different and often more useful mode than asking it to write from scratch.

5. Copilot Pages
Copilot Pages is a collaborative canvas feature available in Microsoft 365 Copilot Chat. When you run a Business Chat query, the results can be sent to a Copilot Page — a live, editable document stored in your Microsoft Loop workspace.
Key things to know about Copilot Pages:
· Editable and shareable — A Copilot Page is not a static output. You can edit it directly, add to it, and share it with colleagues for collaborative work.
· Persistent — Unlike a chat response that scrolls away, a Page persists in your Loop workspace and can be returned to later.
· Iterative — You can add new Business Chat results to an existing Page, building up a working document over multiple queries.
· Loop-integrated — Pages are part of Microsoft Loop, which means they can be embedded as live components in Teams messages, Outlook emails, and Word documents.
Copilot Pages is particularly useful for research and synthesis tasks — pulling together information from multiple queries, meetings, and documents into a single working canvas.

6. Copilot Lab — Building a Prompt Library
Copilot Lab (available at copilot.cloud.microsoft or from within Microsoft 365 applications) is Microsoft’s prompt discovery and library tool. It serves two purposes: helping you find prompts that work and letting you save and reuse your own.
Using Copilot Lab:
· Browse curated prompt examples organised by application (Word, Excel, Teams, etc.) and by task type.
· Try prompts directly from the Lab — they open the relevant application with the prompt pre-loaded.
· Save prompts you have written and tested to your personal library for reuse.
· Share prompts with colleagues within your organisation.
For anyone building repeatable workflows with Copilot, Copilot Lab is where you build and maintain your prompt library. A well-curated library of prompts for your most common tasks is one of the highest-value investments you can make.

7. Power User Patterns
Combine Applications
The real power of Microsoft 365 Copilot is in combinations across applications. A pattern that works well in practice:
1. Use Teams Copilot to generate a meeting summary with action items.
1. Send the summary to a Copilot Page in Loop.
1. Use Word Copilot with / referencing the Page to draft the formal follow-up report.
1. Use Outlook Copilot to draft the distribution email with the report attached.
Each step takes seconds rather than minutes when Copilot handles the drafting.
Prepare Before Meetings, Not After
Use Business Chat the night before or the morning of an important meeting to prepare. “Summarise all communications and documents related to the Henderson account from the last two weeks and list any unresolved questions” takes thirty seconds and replaces thirty minutes of manual review.
Use Copilot to Onboard to Unfamiliar Projects
When you inherit a project or join a new team, use Business Chat to get up to speed quickly. “What are the key documents, recent decisions, and outstanding issues related to the Wellstream project?” works across emails, files, and meeting transcripts simultaneously.
Build Reusable Prompt Templates
Save your most effective prompts in Copilot Lab. A weekly status report prompt, a meeting preparation prompt, an email drafting template for recurring scenario types — these pay back every time you use them without rethinking the structure.
Use the “Catch Me Up” Pattern Deliberately
Copilot’s summarisation capabilities are strongest when you direct them at specific, bounded contexts: this meeting, this email thread, this project’s documents. “Catch me up on the week” is too broad. “Summarise my meetings from Tuesday and Wednesday and list any actions assigned to me” is specific enough to produce a useful result.

8. Privacy and Data Handling
For enterprise users, data handling is a legitimate concern. Microsoft’s position on M365 Copilot data:
Your data stays in your tenant. Microsoft 365 Copilot processes your data within your Microsoft 365 tenant boundary. It is subject to your organisation’s existing compliance controls — the same data handling policies that apply to your email and documents apply to Copilot.
Copilot does not train on your data. Microsoft has stated that the content of your prompts and responses is not used to train the underlying foundation models.
Permissions are respected. Copilot only surfaces content you already have permission to access. It cannot reveal documents or emails you cannot otherwise see. If a file is restricted, Copilot will not include it in results — even if it is theoretically relevant.
Audit and compliance. Copilot interactions are logged and subject to your organisation’s audit and eDiscovery controls, the same as email and Teams messages.
The practical implication: you can use Copilot with work data as you would use any other M365 application. Check your organisation’s acceptable use policy for any specific restrictions, particularly around sensitive or regulated information.

9. Understanding the Limitations
Accuracy on specifics. Copilot can misremember, misattribute, or confabulate details — including details from your own documents. On anything consequential (figures, dates, attributed statements), verify against the source material.
Quality depends on source quality. If the documents and emails Copilot is drawing on are poorly written, inconsistent, or incomplete, the output will reflect that. Copilot synthesises; it does not correct.
Transcription dependency in Teams. Meeting Copilot features are significantly limited without transcription. If your organisation has disabled transcription, or if participants did not join in a way that enables it, Copilot’s meeting functionality is much reduced.
Context window limits. Very large documents or very long conversation histories can exceed Copilot’s working context. Summarisation of extremely long documents may miss detail.
Not a replacement for judgement. Copilot drafts at speed, but the judgement about whether a draft is appropriate, accurate, and complete remains yours. Review everything before it goes to a stakeholder.

Quick Reference
Four-Part Prompt Framework
	Element
	Question

	Goal
	What do I want Copilot to do?

	Context
	What is the situation or background?

	Source
	Which files, meetings, or people should it reference?

	Expectations
	What format, tone, length, or audience?


Copilot by Application
	Application
	Top Use Cases

	Word
	Draft documents, rewrite for tone, summarise, reference other files

	Excel
	Generate formulas, create charts, analyse data, add calculated columns

	PowerPoint
	Create presentations from prompts or documents, summarise decks

	Outlook
	Draft emails, summarise threads, meeting prep, tone coaching

	Teams
	Live meeting assistance, meeting summaries, action items, chat summaries

	Business Chat
	Cross-app queries spanning emails, meetings, files, and contacts


Copilot Pages Workflow
1. Run a Business Chat query
1. Click “Edit in Pages” to open a Copilot Page
1. Edit, add to, and share the Page
1. Embed as a Loop component in Teams or Outlook if needed

Further Reading
· Microsoft Copilot — copilot.microsoft.com — the general-purpose interface
· Microsoft 365 Copilot documentation — learn.microsoft.com/copilot/microsoft-365
· Copilot Lab — copilot.cloud.microsoft — prompt library and discovery
· Microsoft 365 Copilot adoption centre — adoption.microsoft.com/copilot — scenario guides and training resources
· Microsoft Copilot Scenario Library — adoption.microsoft.com/copilot/scenario-library — specific use cases by role and department
