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ÅCopilot Chat Overview

ÅCreating Content with Copilot

ÅTips for Writing Effective Prompts
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^ʢầαȶ˃ʢầϷ˥ς˒ầ ăΆEͅϷʢΒʢʐầʄ˒ȶς

Leveraging the advanced capabilities of the latest LLM 
models, Copilot empowers us to:
ÅEfficiently summarize lengthy documents
ÅCreate professional and customer-ready content
ÅGenerate captivating presentations, articles, emails, 

and more

It's important to note that using non -approved AI web 
services can risk exposing personal or confidential data to 
the public.

Copilot for AI chat ensures data integrity with Microsoft's built-
in enterprise data protection.
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ËffPß˥ˈ˒ầǉʢʄϒΒ˥ςЅầ
f̮̮ͅ˥ς̮ʢ̵ςα
ÅExclusive U.S. Sovereign Cloud

ÅCompliance: FedRAMP High, DFARS 
7012, ITAR, CMMC

ÅScreened U.S. Citizens Only

ÅData Never Leaves U.S. Boundaries

ÅZero Tolerance for Data Exfiltration
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Å Far beyond search!

Å Ask Copilot a question or 
make a request

Å Engage Copilot chat 
conversationally for the 
best results and experience

Å Seek explanations, gain 
insight, and create original, 
unique content.
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fͅΆ˥̑ͅςầȶαầȶầ
qΒȶ˃ς˥̵ˈầƴȶΒς̵ʢΒ

fͅΆ˥̑ͅςầf˒ȶςầ˒ʢ̑ΆαầϷ˒ʢ̵ầЅͅϒᵟ
ω5ƻƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ǘƻ ǎǘŀǊǘ

ωNeed a first draft

ωNeed ideas, structure or variation

ȓͅϒầαςȶЅầ˥̵ầʄ̵ͅςΒ̑ͅᵟ
ωCopilot generates suggestions

ωYou decide what gets used
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Ȇ˒ʢΒʢầςͅầÇ˥̵ʐầfͅΆ˥̑ͅς

Å Browser -  Access Copilot from 
portal.office365.us

Å Desktop App (if enabled)

Å Mobile App (if enabled)

Å Integrated within Outlook

portal.office365.u
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ǉςȶΒςầf˒ȶςς˥̵ˈ

Summarize 
this document

ÅReformat with a different 
output

ÅReframe for a different 
audience

ÅExplain specific details

*While Copilot operates inside your sovereign tenant, 
ŀƭǿŀȅǎ Ŧƻƭƭƻǿ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛƴǘŜǊƴŀƭ ƎǳƛŘŀƴŎŜ 
when handling CUI or sensitive mission data in 
prompts.
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f̵ͅςʢ̵ςầfΒʢȶς˥̵ͅầ˥̵ầעầ|ȶαЅầǉςʢΆα

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 òAdd contentó 

button.

2. Check 
sources

Copilot Chat is transparent 

about the sources of its 

information. See these sources 

listed underneath the answer.

Vet these sources and validate 

your answers.

3. Continue the 
conversation

You can ask follow-up 

questions as you would in a 

conversation. You can refine 
the answer too.

For example, try òWrite a 

shorter answer" or "Give me 

more detail." You can also 
select suggested prompts.
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Draft a short, professional email 
explaining a new policy to my team.

Write an email updating stakeholders 
on next steps and timelines.

Create a clear, concise email requesting 
additional information by a deadline.

fͅΆ˥̑ͅςầ˒ʢ̑ΆαầЅͅϒầΎϒ˥ʄ̉̑Ѕầ
ςϒΒ̵ầ˥ʐʢȶαầ˥̵ςͅầʄ̑ʢȶΒᵛầ
ΆΒͅ˃ʢαα˥̵ͅȶ̑ầʢ̮ȶ˥̑αầȶ̵ʐầ
̮ʢααȶˈʢαᵜ

ȓͅϒ remain responsible for ensuring any 
generated content aligns with your 
ǇǊƻƎǊŀƳΩǎ ŎƭŀǎǎƛŦƛŎŀǘƛƻƴ ŀƴŘ ƳŀǊƪƛƴƎ 
requirements prior to distribution.
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ȆΒ˥ς˥̵ˈầfͅȶʄ˒

fͅΆ˥̑ͅςầʄȶ̵ầȶʄςầȶαầȶầ
ϷΒ˥ς˥̵ˈầʄͅȶʄ˒ầ˒ʢ̑Ά˥̵ˈầςͅầ
Ύϒ˥ʄ̉̑Ѕầȶʐ́ϒαςầς̵ͅʢầȶ̵ʐầ
˥̮ΆΒͅϳʢầʄ̑ȶΒ˥ςЅ

Rewrite this 
email to be 
clearer and 

more 
professional.

Improve the 
tone of this 
message to 
sound more 

collaborative.

Suggest a 
stronger 

subject line 
for this email.
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qʢ̮ͅᵟ
f̮̮ͅϒ̵˥ʄȶς˥̵ͅα
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qΒȶ˃ς˥̵ˈầqͅʄϒ̮ʢ̵ςα

Create a one -page project status document 
with sections for overview, progress to date, 
risks, and upcoming milestones.

Draft a professional introduction explaining 
the purpose, scope, and intended audience 
of this document.

Turn this policy into a clear, 
easy- to-understand FAQ using plain language.

fͅΆ˥̑ͅςầʄȶ̵ầʐΒȶ˃ςầʄ̑ʢȶΒᵛầ
Ϸʢ̑̑αEςΒϒʄςϒΒʢʐầ
ʐͅʄϒ̮ʢ̵ςαᵛầαȶϳ˥̵ˈầЅͅϒầ
ς˥̮ʢầϷ˥ς˒ᵝ
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ƼʢΆͅΒςầȆΒ˥ς˥̵ˈ

fͅΆ˥̑ͅςầʄȶ̵ầαϒ̮̮ȶΒ˥Мʢầ
˥̵˃ͅΒ̮ȶς˥̵ͅᵛầʢЀςΒȶʄςầ̉ʢЅầ
˥̵α˥ˈ˒ςαᵛầȶ̵ʐầͅΒˈȶ̵˥Мʢầ
Βʢαϒ̑ςαầ˥̵ςͅầΒʢΆͅΒςΒEʢȶʐЅầ
ςȶɽ̑ʢαầȶ̵ʐầαϒ̮̮ȶΒ˥ʢα

Based on this 
report, 

summarize 
key lessons 
learned and 
suggest next 

steps.

Pull the key 
metrics and 
outcomes 
from this 

report and 
present them 

in a simple 
table.

Create a 
table listing 

major 
milestones, 

descriptions, 
and target 
completion 

dates.
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qʢ̮ͅᵟầƼʢΆͅΒς˥̵ˈầ
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fΒʢȶςʢầƴΒʢαʢ̵ςȶς˥̵ͅα

Generate a PowerPoint presentation based on 
this document, with a title slide, content 
slides, and a conclusion.

Recommend speaker notes for each slide to 
help explain the content to a general 
audience.

Review this presentation and suggest 
improvements for accessibility, clarity, and 
audience engagement.

fͅΆ˥̑ͅςầʄȶ̵ầʄΒʢȶςʢầ
αςΒϒʄςϒΒʢʐầΆΒʢαʢ̵ςȶς˥̵ͅᴱ
ΒʢȶʐЅầα̑˥ʐʢαầϷ˥ς˒ầʄ̑ʢȶΒầ
̮ʢααȶˈ˥̵ˈ
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Ëʢ̵ʢΒȶςʢầȃ˥αϒȶ̑ầ
f̵ͅςʢ̵ς

fͅΆ˥̑ͅςầʄȶ̵ầˈʢ̵ʢΒȶςʢầϳ˥αϒȶ̑ầ
ʢ̑ʢ̮ʢ̵ςαầ̑˥̉ʢầ˥̮ȶˈʢαầȶ̵ʐầ
ʐ˥ȶˈΒȶ̮αầςͅầα˥̮Ά̑˥˃Ѕầς˒ʢầ
α˒ȶΒ˥̵ˈầͅ˃ầ˥ʐʢȶαầȶ̵ʐầ
ʄ̮̮ͅϒ̵˥ʄȶς˥̵ͅα

Create an 
infographic 

that 
summarizes 

the key 
points from 

this 
presentation.

Generate a 
simple 

process 
diagram that 

visually 
explains this 

workflow.

Create a 
visual from 
this report 
that would 
support the 
message in 

this 
presentation.
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Ȇ˒ȶςầ̮ȶ̉ʢαầȶ̵ầʢ˃˃ʢʄς˥ϳʢầΆΒ̮ͅΆςᴕ

|˃˃ʢʄς˥ϳʢ

ǉΆʢʄ˥˃˥ʄầȶ̵ʐầʐʢςȶ˥̑ʢʐ

ă̵ầ˃ϒ̑̑ầαʢ̵ςʢ̵ʄʢαᵛầϷ˥ς˒ầ˥̵αςΒϒʄς˥̵ͅα

ũͅςʢαầς˒ʢầς̵ͅʢᵛầΆϒΒΆͅαʢᵛầΆΒʢ˃ʢΒΒʢʐầ˃ͅΒ̮ȶςᵛầʢςʄᵜ

|Ѐȶ̮Ά̑ʢᵟầƼʢʄȶΆầς˒ʢầ˃˥̵ʐ˥̵ˈαầͅ˃ầς˒ʢầȶΒς˥ʄ̑ʢầăᵌϳʢầ
ʄͅΆ˥ʢʐầɽʢ̑ͅϷȶ̵ʐầ˥̵ʄ̑ϒʐʢầς˒ʢầςͅΆầעầʄ̵ͅʄʢΒ̵αᵜầ
ƴΒͅϳ˥ʐʢầς˒ʢầȶ̵αϷʢΒầ˥̵ầςϷͅầςͅầς˒ΒʢʢầΆȶΒȶˈΒȶΆ˒αầ
ȶ̵ʐầϒαʢầȶầɽϒα˥̵ʢααầς̵ͅʢᵜ

Ŗʢααầ|˃˃ʢʄς˥ϳʢ

ȃȶˈϒʢ

Ňϒαςầȶầ˃ʢϷầϷͅΒʐα

ũͅầʄ̵ͅςʢЀςầ̵ͅầΆΒʢ˃ʢΒΒʢʐầͅϒςΆϒς

|Ѐȶ̮Ά̑ʢᵟầǉϒ̮̮ȶΒ˥Мʢầ̵ʢϷαầȶɽͅϒςầᴝʄ̮ͅΆȶ̵Ѕầ
̵ȶ̮ʢᴟᵜ

Ǘ˒ʢầΒʢʄȶΆầ̮ȶЅầɽʢầ̮ͅΒʢầϳȶˈϒʢầς˒ȶ̵ầʐʢα˥Βʢʐᵛầ
ͅΒầ˥̵ầȶầ˃ͅΒ̮ȶςầς˒ȶςầЅͅϒầϷʢΒʢầ̵ͅςầαʢʢ̉˥̵ˈᵜ

.ǳǘ ǘƘŜǊŜ ŀǊŜ ƴƻ ΨǿǊƻƴƎΩ ǇǊƻƳǇǘǎ ōŜŎŀǳǎŜ ƴŀǘǳǊŀƭΣconversational language is welcome.
Experiment away!
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ƴΒ̮ͅΆςầă̵αΆ˥Βȶς˥̵ͅ
ÅAsk me 3 questions, one by one, to help 

me draft an email about [topic].

ÅI am getting ready to kickoff a new project 
with [Customer]. Give me a brief 
description of the company, links to their 
website and LinkedIn and let me know if 
there have been any recent news posts 
referencing them.

ÅCreate a stacked bar chart showing the 
breakdown by topic, for the results from 
this survey.
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ǉ˒ȶΒʢầȓͅϒΒầǉʄʢ̵ȶΒ˥ͅαᴑ

²ƘŀǘΩǎ ƻƴŜ ǘŀǎƪ ȅƻǳ ǊŜƎǳƭŀǊƭȅ Řƻ ǘƘŀǘ 
ǎǘŀǊǘǎ ǿƛǘƘ ŀ ōƭŀƴƪ ǇŀƎŜ ǘƘŀǘ ȅƻǳΩŘ ƴƻǿ 
consider using Copilot to help draft first?

Put your answers in the chat!
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Ǘ˒ȶ̵̉ầȓͅϒầÇͅΒầŇͅ˥̵˥̵ˈᴑ
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Ŗȶϒ̵ʄ˒ầfͅΆ˥̑ͅςầ
Ϸ˥ς˒ầf̵ͅ˃˥ʐʢ̵ʄʢᵜ

If your organization is looking for help rolling out Copilot or gaining long term meaningful 

adoption, get in touch today! Email info@go-planet.com or check out our website for even 

more info, Go-Planet.com/Evolve365. 

From rollout to long - term adoption, we help 
your teams embed Copilot into everyday work.
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Ǘ˒ȶ̵̉ầȓͅϒ
info@go -planet.com

go-planet.com/evolve365

http://www.go-planet.com/evolve365
http://www.go-planet.com/evolve365
http://www.go-planet.com/evolve365
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