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Here's what you'll learn
in this deck:

What Copilot Chat is and how it's
different from other Al chat tools

* How to use Copilot Chat

« What agents are in Copilot Chat and
how to use them

» Example Copilot Chat prompts
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What is Copilot Chat?



The Fulcrum Group'’s preferred Al chat tool

Microsoft 365 Copilot Chat is an Al chat tool built
specifically for work. It uses the latest Al models and data ——
from the web to answer your questions, generate content Ol o o5t e
and ideas, and find information. It also protects your data so e LS
information from your chat conversation does not get

exposed to the public.
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In addition, with Copilot Chat you can:

- Upload files to get responses based on information from
your work documents, presentations, etc'.

- Generate images' and data visualizations.

- Refine and collaborate on chat responses.

- Connect Copilot Chat to your organization data like Get started by going to

team documents and internal SharePoint sites?.

Image generation and file upload limits apply.
2Connecting Copilot Chat to your organization data is only available if your organization admin has enabled this capability.


https://m365copilot.com/

Access Copilot Chat from where you're working

M365Copilot.com Microsoft 365 Copilot app* Edge browser sidebar

-, 2 Copilot jEe ., T Copilot | = & Copilot
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= What's getting stronger, better?
What are some cutting-edge technologies in
sports?

& What's new in streaming?
Summarize the state if the srreaming mduslry
What can subscribers expect in the future?

& Laugh
Write some funny ‘out of office’
responses for my email while I'm on vacation.

*Ensure Copilot is pinned to your left navigation across Teams, Outlook, and the Microsoft 365 app.


https://techcommunity.microsoft.com/t5/copilot-for-microsoft-365/updates-to-microsoft-copilot-to-bring-enterprise-data-protection/ba-p/4217152
http://m365copilot.com/

Use Copilot Chat on the go

Download the Microsoft 365 Copilot mobile
app and sign in with your work or school
account to access Copilot Chat

[m] 3 [m]

[=]

12:15

e O Copilot

o
What can | help with?

£ What's getting stronger, better?
What are some cutting-edge technologies in
sports?

© What's new in streaming?
Summarize the state if the streaming industry
What can subscribers expect in the future?

© Laugh
Write some funny ‘out of office’
responses for my email while I'm on vacation.

® Message Copilot
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Get started with Copilot Chat



Video: Copilot Chat
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Microsoft 365 Copilot Chat

Enterprise-ready
web chat




Sign in with your work account

‘ f’ﬁj im] T Copilot * +
c . & O O https://M365Copilot.co
@ Navigate to M365Copilot.com on your e L
preferred browser on your device to get to 3 7 Copilot
Copilot Chat. L2 :
g . e | row
ﬂ ::'a vhr:; nnnnnn ::-; > &
‘ Ensure you're signed in with your work - | =
account.
You will know you are successfully signed in
to Copilot Chat when you see the green
shield icon @ next to “New chat” and the
Microsoft 365 Copilot icon at the top of the )

page.

A If you are not signed in with your work account, Enterprise Data Protection does not apply.


https://m365copilot.com/

Get to know Copilot Chat

Start at M365Copilot.com

Here is a visual tour of Copilot Chat:

3 Copilot
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Suggested prompts @
If you're not sure what
to ask, try or modify a

sample prompt!

Prompt box @
Start your conversation
here.

[eia
<

® Start a new chat button

Clear your past chat and start a
new conversation.

® Agents

Use existing agents or create new
ones'. Learn more about agents in
slide 17.

® Recent chats
Return to a previous chat to continue
the conversation

® Copilot Prompt Gallery
View additional prompt
suggestions, including saved
prompts.

Upload files ®
If you'd like Copilot to source
responses from information in
specific files, add them here.

—® Chat with an agent
Add an agent to your
Copilot prompt to chat
with it.

® Send your prompt!


https://m365copilot.com/

How to chat in 3 steps

1. Enter your
®\"? prompt

Enter your detailed prompt in
the text box at the bottom. If
you would like Copilot to
source information from any
reference files, you can upload
them in your prompt by
selecting the “Add content”
button.

- 2. Check
&JQ souercces

Copilot Chat is transparent
about the sources of its
information. See these sources
listed underneath the answer.

Vet these sources and validate
your answers.

Learn more [ 1 microsoft.com] [ 2 contoso.com]

3. Continue the

C] conversation

You can ask follow-up
questions as you would in a
conversation. You can refine
the answer too.

For example, try “"Write a
shorter answer" or "Give me
more detail." You can also
select suggested prompts.



What is a “prompt?”

e Prompts are how you have a conversation with
e .
Copilot

& Copilot T
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Use plain but clear language and provide context
like you would with an assistant.

ccccc

Enter your first prompt in the text box at the

bottom of your screen, like “Draft a cold call email
to a customer”

(+) Add content Q

Get started by entering your prompt in the text box



What makes an effective prompt?

v' Specific and detailed
v" In full sentences, with instructions

x Vague

x Just a few words

x No context on preferred output v’ States the tone, purpose, preferred format, etc.

Example: | work in marketing and focus on
competitor research. Give me a concise summary of
recent news about [company name]. Focus on
announcements about new product lines. Provide
the answer (n two to three paragraphs and use a
business tone.

Example: Summarize news about [company
namelj.

The recap may be more vague than desired,
or in a format that you were not seeking.

But there are no ‘wrong’ prompts because natural, conversational language is welcome.
Experiment away!



Upload a file to your prompt

7 Copilot
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5 View pompts

@ Add content @

Want Copilot to respond using information from a
Word document, PowerPoint deck, or other file? Select
the “Add content” button in the Copilot Chat prompt
box to upload a file.

Example prompt: Summarize this document in 5 bullet
points. <attach file>

Note: Copilot Chat supports uploads of Word documents, PowerPoint decks, Excel spreadsheets, images, and PDFs.



Use Copilot Chat to visualize data

graph the first 20 numbers in Fibonacci sequence.

- .
<! Copilot

Here's the graph of the first 20 numbers in the Fibonacci sequence:

Fst 20 Nurnbers n Rbonaccl Sequence Copilot Chat has built-in capabilities to graph and

. visualize data as it's relevant to your prompt.
For example, use the prompt: “Graph the first 20
numbers in Fibonacci sequence”.

If you have any other questions or need further assistance, feel free to ask!

B Edit in Pages </> Code ® & Q@ -+ Algenerted content may be incorrect



Discover and share Copilot prompts

Copilot Prompt Gallery (formerly known as Copilot

Lab) helps you find prompting inspiration so you can ,,,m,:m,y
take greater advantage of Copilot in your daily work.

- Explore the curated selection of Copilot prompts S - - S

Recap meeting What's the latest from person Suggest a list of product names Suggest inexpensive ways to

_ S ave yo u r fa VO rite p ro m pts :Iria?nlie‘d by emails, chats, and ::;:alzc::;’:iyt(:;\lic":ajdtw So:;::m our website for organic

stylish.
. .

- Share your favorite prompts with colleagues

- Find prompting inspiration from others | | | | —
J Get a to-do list Create presentations Write more confidently Find specific information
Get a to-do list from my Create a presentation from file How can | more concisely What does the document say
Fabrikam client meetings. describe [time management]? about [roles and
B a ®e me

Draft an email 7 Set up conditional formatting Draft an agenda
Write a nail congratulating Bold the top 10 values in Draft an agenda for [the tea
my team on the end of the fiscal [Annt le _ thie meet

Watch the video to see it in action



https://support.microsoft.com/en-us/topic/meet-copilot-lab-7796a17b-f609-48a8-bdc7-f867c2667379

Navigating to the Copilot Prompt Gallery

In-product experience Prompt Gallery website

Select “View prompts” next to the Copilot prompt box. Go to.aka.ms/Prompts to access the full Prqmpt Gallery
Here, you'll see suggested Copilot prompts and your experience. Here, you can flr\d relevant Copilot prompt
saved prompts. examples using the filters, view prompts that you and

your team saved, and share useful prompts.

Prompts to try
(=) Understand the main points :f Generate ideas [=] Check Teams mentions
. el o suggested
List key points from file List ideas for a fun remote team building Summarize Teams messages where | e
event have been @mentioned this week
Catch up or ting Name a product Generate ideas
Rec eetis n Su
and for
tha
sty
G doll Create p Write more confidently Find specific information
Ge cisely doe
Fab 4 L
<5 View prompts
Message Copilot

® Add content = @




Automate tasks and processes with agents

Agents use Al to make Copilot Chat even more personalized and intelligent for your daily work. Agents automate
repetitive tasks and processes — think of them like apps for Copilot. Copilot Chat comes with a set of agent templates to

get started with, or you can create custom agents for your own needs’.

Get started with agent templates by selecting “Get agents” in the right-side pane of Copilot Chat. Search for a specific
template or browse the library.

Agents from Microsoft to try today:

s

Prompt coach

=

Create effective Copilot
prompts

Idea coach

Get brainstorming assistance

Writing coach

v

A

Refine your writing

Career coach
(o |

-t

Get personalized career
advice and action plans

Learning coach

Learn about topics and
refine your skills

/

Besides the agents from Microsoft, your organization may have created agents for you to use as well. You can view these in

the “Built for your org” section in the agent library.

1Agent creation is only available if your organization admin has enabled this capability.



Automate tasks and processes with agents

Create a custom agent by selecting “Create an agent” in the right-side pane of Copilot Chat'. Describe what you'd like
your agent to do or select “Configure” to further customize it. Creating an agent allows you to connect Copilot Chat to
your organization’s shared data? to further unlock productivity — for example, you can connect the agent to a team
SharePoint site and ask the agent questions about team documents.

Top ways to use custom agents:

(" N ([ N N [ N
Automate contract Assist new hires Review resumes Retrieve research Get answers about
reviews with onboarding materials company policies
= O -
2 4 Y
Create an agent to Create an agent to greet Create an agent to Create an agent that Create an agent to get
identify key clauses, new team members, analyze resumes stored connects to a answers about
ensure compliance with || assist them with technical in a SharePoint library, SharePoint link with company policies such
legal standards, assess Issues, answer questions, compare them with job research documents so as time off, remote
potential risk, explain and provide helpful criteria, score you can quickly find work, benefits,
clauses, and summarize resources. candidates, and answer relevant information. workplace conduct, and
lengthy contracts. questions about health and safety.
candidates.
\ /. /. AN AN

1Agent creation is only available if your organization admin has enabled this capability.
2Shared data includes SharePoint files and data from your organization’s Microsoft Graph connectors. Learn more about Microsoft Graph connectors.



https://learn.microsoft.com/en-us/microsoft-365-copilot/extensibility/overview-graph-connector

-~

Video: Create an agent

Microsoft 365 Copilot Chat

A9e|.1t builder in
Copilot Chat

@ Copilot Studio

Field Service agent

@ Carigp

Wi Vm here 10 help you build an agent

Describe what you'd jike yout agent 0 40 and | W
description, and ¥

il help create 3
name. nstrucions.

Remember. You can Change \hese at any Ume

Yous name 1§ *Field Service ageny’ and you aysist with onvsite
repair visits Nou provide step-by-sLep nstruchions based on
product wnovdedae

Great! Vi use the name you prov ded.

Where can 1 get nk\,um\\umv'

\x\«.\d\-umw.\\ Jons share

point. mv\m\wwodu(\mtcm\m,cn

Great! Do you have any {nstructions for how You' coplot &

nould
assist, for example & specific one?

Troublesh

pertorm

mainter




Video: Researcher and Analyst

= Microsoft




Edit and collaborate on Copilot responses with Copilot Pages

Did you know that you can format,
fine-tune, and collaborate on Copilot
responses directly in Copilot Chat? Microsoft 365 Copilot
With Copilot Pages, Copilot Chat Copilot Pages
becomes your workspace — so you don't
have to jump between surfaces to get a
project done. Watch the video to see it in
action!

~= Microsoft
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Get the answers you need to move forward

Get hiring tips

How can | evaluate an interview candidate’s soft skills?

Summarize a file

Summarize this document in 5 bullet points. <attach file>

Start your research

How have world literacy rates changed in the past 30 years?

Calculate the answer quickly

At $X per unit, how many units to break even if costs are $Y

Reach a broader audience

How do you say [thank you for your time] in Japanese?

Discover synonyms

What are some other words for [exciting]?

Understand trends

Share some trends in remote work and hybrid offices

Retrieve buried info

What are the deadlines mentioned in this file? <attach file>?

Boost your knowledge

Help me learn about [topic]. Provide 2 analogies & files to
digin.
Highlight the differences

Compare these two paragraphs grouped by differences in
formatting, structure, and content: [paste content]

Monitor your PR

Give me a concise summary of recent news about [company]

Stay on top of tech advances

Summarize the main points of the latest research on Al

Make informed decisions

Create a table that compares top-selling office printers

Make your code better

Optimize and fix this code: [insert code]


https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJ0eXBlIjoiUGxhaW5UZXh0IiwidGV4dCI6IkhvdyBjYW4gSSBldmFsdWF0ZSBhbiBpbnRlcnZpZXcgY2FuZGlkYXRlJ3Mgc29mdCBza2lsbHM_Iiwic291cmNlIjoiQ29waWxvdExhYiIsInNob3VsZFN1Ym1pdCI6ZmFsc2V9
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYdzJPVFl4WWpabE1TMDBaV0UyTFRSallXWXRPREUzTWkxallqVTVZMk0zTmpRME1qTjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTo0MTowNC4wNzRaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYd3daR1JtTTJKallpMDVOamN6TFRSbFlqVXRZVE5sTUMwMU5HRTNNV1ZqT0RBNVpHSjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozNzo0MC40NzZaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYdzJOamc1WXpVM1pTMDFNVEprTFRRMU16VXRPV016WkMxbFpqRXdNMk5rT0dJd1lqRjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozOToxMC45MTFaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYdzJOamc1WXpVM1pTMDFNVEprTFRRMU16VXRPV016WkMxbFpqRXdNMk5rT0dJd1lqRjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozOToxMC45MTFaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJ0eXBlIjoiUGxhaW5UZXh0IiwidGV4dCI6IkhvdyBoYXZlIHdvcmxkIGxpdGVyYWN5IHJhdGVzIGNoYW5nZWQgaW4gdGhlIHBhc3QgMzAgeWVhcnM_Iiwic291cmNlIjoiQ29waWxvdExhYiIsInNob3VsZFN1Ym1pdCI6ZmFsc2V9
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYdzJaV0UwWldGaU1pMDNNRFE1TFRRNFpUUXRPV1EwTUMwek5qVXdOakZqWlRkbU1ESjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTo0MTo1OS45NTJaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYeGtZbUpqWldFNE5pMDNaVGxqTFRRd056a3RZV1V4WlMxbVlqQTFaVEF3TkRaaE56UjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozNTowOS4zNDNaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYdzNaRGRpWW1ZNU9TMDROakkyTFRSaU1Ua3RPREZqTUMwNVpHTmhOVE16WXpGak1XUjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozNzowNS44MzJaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYeGlOamd3TUdJMFpTMDFZemRpTFRRd01ETXRPRFV4WlMwMU56QXhaRGszT0RkbU1HTjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozNzoyMi44MDVaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYd3daR1JtTTJKallpMDVOamN6TFRSbFlqVXRZVE5sTUMwMU5HRTNNV1ZqT0RBNVpHSjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozNzo0MC40NzZaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYdzRaV1pqT1RSbFl5MWpNVGRrTFRSaU1XTXRPR1l4TkMwM05EazROVE01WkRObVpHWjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozNDoyNy45OTJaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0
https://www.microsoft365.com/chat/entity1-d870f6cd-4aa5-4d42-9626-ab690c041429/eyJpZCI6IlRXbGpjbTl6YjJaMFZqSjhhSFIwY0hNNkx5OXpkV0p6ZEhKaGRHVXRjMlJtTFdsdWRDNXZabVpwWTJVdVkyOXRMM3hrZFcxdGVYeGtZbUpqWldFNE5pMDNaVGxqTFRRd056a3RZV1V4WlMxbVlqQTFaVEF3TkRaaE56UjhaVzR0ZFhNJTNkIiwic2NlbmFyaW8iOiJzaGFyZUxpbmsiLCJwcm9wZXJ0aWVzIjp7InByb21wdFNvdXJjZSI6Im1pY3Jvc29mdCIsImNsaWNrVGltZXN0YW1wIjoiMjAyNC0xMS0yMlQyMTozNTowOS4zNDNaIn0sImNoYXRUeXBlIjoid29yayIsInZlcnNpb24iOjEuMX0

Brainstorm and draft content quickly

Co-create with Copilot

Ask me 3 questions to help me draft an email about [OKRs]
Going on holiday?

Write some funny Out of Office email responses.

Make it stand out

Suggest a few email subjects for the following email: [body]
Generate ideas

List ideas for a fun remote team building event

Put info in a table

Organize the world’s most valuable companies into a table

Visualize the data

Create an image of a bar chart demonstrating growth

Track changes over time

Create a line chart showing the relationship between...

Start a conversation

Suggest ways to break the ice with my new colleague.

Jump-start a draft

Create an FAQ based on this file <attach file>

Draft an introduction

Write a compelling intro paragraph for this speech <attach
file>

Make it better

Improve my writing in: <attach file>

Disagree gracefully

Provide a convincing counterargument to the following: [paste
content]

Rally the team

Draft an exciting email ... using <attach files>

Get started on a plan

Draft a business plan based on [idea]
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Microsoft 365

Copilot Chat

Congratulations!

At The Fulcrum Group, Inc., we want you to grow your skills in Al. We
encourage you to keep exploring Copilot Chat with the resources
below:

» Check out the Copilot Prompt Gallery website for more learning
videos and prompt examples.

» Join the Microsoft 365 Copilot Community on Linkedin to get
more Copilot Chat tips and product updates and engage with
other users.

» Login into our training portal for some Al training, including
Copilot. https://forms.fulcrumgroup.net/Training

« Copilot Academy from Microsoft
https://forms fulcrumgroup.net/CopilotAcademy



https://copilot.cloud.microsoft/en-US/prompts?
https://www.linkedin.com/groups/14286334/
https://forms.fulcrumgroup.net/Training
https://forms.fulcrumgroup.net/CopilotAcademy
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Copilot Chat replaces Microsoft Copilot

Copilot Chat offers the chat experience you're familiar o

with along with some added features like using and
creating agents' to connect Copilot Chat to your shared 2
organization data?.

T4 Copilot

£ Design

Other changes:

- Access the Copilot Chat web app from the new URL:
M365Copilot.com

- The app icon has changed from the purple and blue
icon to the rainbow icon with a “M365" tag.

()_.g

1Agent creation is only available if your organization admin has enabled this capability.
2Shared data includes SharePoint files and data from your organization’s Microsoft Graph connectors. Learn more about Microsoft Graph connectors.



https://m365copilot.com/
https://m365copilot.com/
https://learn.microsoft.com/en-us/microsoft-365-copilot/extensibility/overview-graph-connector

Did you know you could do more with Microsoft 365 Copilot?

Microsoft 365 Copilot is more than just Copilot Chat.
With a full Microsoft 365 Copilot license, you'll have access
to additional Copilot capabilities in the Microsoft 365 apps
you use regularly, like:

- Recapping a meeting in Teams

- Revising an email in Outlook

- Revising a document in Word

- Creating a PowerPoint presentation from an outline
- Formatting Excel spreadsheets

If you'd like to learn more about how you can get access to
the full Microsoft 365 Copilot experience, reach out to
your fractional ClO or contact our Sales to discuss 817-
337-0300 or sales@fulcrumgroup.net .



mailto:helpdesk@fulcrumgroup.net

If Edge sidebar cannot “read” an open PDF or webpage, you may need
to change your settings

Follow these steps to enable Copilot Chat to “read” the open PDF or webpage

‘ First, select the gear icon at the bottom right of the Edge sidebar ‘ Enable the “Allow access to any webpage or PDF” setting switch (see below)

@ _ Get more relevant responses [ Can you suggest some more prompts? ]

[ What are some tips for writing a good story? ] [ How do | get started with creative writing? ]

Settings Q_  Search settings

(@ Your personal and company data are protected in this chat
&

App and notification settings / Copilot
@ Ask me anything... @) —
Show Copilot c

(1) 59 0/2000 -" 533
When not shown, the sidebar is only accessible if always show sidebar is turned on
Automatically open Copilot in the sidebar o

We'll automatically open Copilot in the sidebar to show you relevant web experiences alongside your web content

. Select “Copilot” within the list of apps

| o
e ED sidaba [ o)
il Allow access to any webpage or PDF e
e el @
g Allow Copilot to access your browser's web content to personalize your experience with summaries and highlights
a
+ A —
= Show shopping notifications 0
Automatically get chat suggestions as notifications when shopping in Microsoft Edge
- .
1 Copilot >
Q' Search
@ Shopping

& Tools



FAQ

Why is data protection important when using Al chat tools at work?

Company data and intellectual property are crucial to our competitive advantage. The problem with using generative Al without
enterprise data protection is that prompts or content you generate can be exposed to the public as part of another answer. That's
where Copilot Chat comes in: it's protected with enterprise data protection, so what you put in and get out is not used to train the
underlying Al model. Our company data stays safe.

How do | know I'm using Copilot Chat with Enterprise Data Protection?

You'll know you're using Copilot Chat with Enterprise Data Protection if you see a green shield icon next to the “New chat” button.

Can | trust the answers generated when using Al?

Copilot Chat aims to base all its responses on reliable sources, but Al can make mistakes, and third-party content on the internet may
not always be accurate or reliable. Copilot will sometimes misrepresent the information it finds. This is why Copilot is transparent and
shows the sources of information behind its answers. Always check the sources before making decisions or taking actions based on



FAQ Continued

What can Copilot Chat access when | use it?

Copilot Chat leverages the latest web information to respond to your prompts. It does not have access to data from your device or
your organization's information. You will need to use an agent to access work data. When using Copilot Chat in the Microsoft Edge
sidebar, you can grant it permission to view content on your current page to generate summaries. However, Copilot Chat will not
access or use other browser data, such as your browser history.

Are there limits for how much | can use Copilot Chat?

As with other Al tools, there are limits to how many turns (prompts and responses) you can do per chat conversation and per day. If
you reach those limits, you will be notified within the experience.



Any Questions?
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Support:


http://www.fulcrumgroup.net/
mailto:steve@fulcrumgroup.net
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