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OverviewOverview

Welcome to the extraordinary world of Copilot Prompting! 

Whether you're a curious newbie or a seasoned pro, this guide
is your golden ticket to unlocking the full potential of your AI
assistant. Imagine having a super-smart sidekick who can help
you with everything from writing the perfect email to
brainstorming your next big idea. Sounds amazing, right? 

Well, that's exactly what Copilot is here to do!

On this journey, we'll explore the art of crafting prompts that
make Copilot shine like a star. 

You'll learn how to ask the right questions, provide the perfect
amount of context, and avoid common pitfalls that can lead to
confusing or hilarious (but not very helpful) responses. 

Think of it as learning to speak the secret language of AI,
where every word you choose can open a world of
possibilities.

So, grab your favorite beverage, get comfy, and let's dive
into the captivating realm of Copilot Prompting. 

By the end of this guide, you'll be a prompt-crafting wizard,
ready to conjure up the best responses from your AI
companion. 

Let's get started! 



Let’s start with the basics.  First, what is Copilot? 

Copilot is a generative AI-powered assistant developed by
Microsoft. It’s a type of artificial intelligence that 
can create new content, and is designed to assist users in a
wide range of tasks. It can answer questions, provide
information, assist with productivity tasks like writing and
organizing, help with research or creative projects, and even
offer support and suggestions. Think of it as a smart, friendly
helper that you can interact with through conversation. 

How Copilot Works
Copilot operates using a sophisticated machine learning model
trained on extensive datasets that include diverse text from the
internet. When you provide a prompt, Copilot processes the
input, understands the context, and generates a relevant
response. The underlying technology uses deep learning
techniques to predict and generate text that is coherent and
contextually appropriate. 

This involves analyzing the prompt, identifying key elements,
and constructing a response that aligns with the user's intent.

Enhanced Productivity: Copilot automates routine tasks and
reduces administrative burden, allowing users to focus on
more complex and creative aspects of their work. This leads
to significant time savings and increased efficiency.

Understanding CopilotUnderstanding Copilot

Improved Accuracy: By providing precise & contextually relevant
responses, Copilot reduces errors and improves the quality of
outputs.

Versatility: Copilot is adaptable to various tasks and industries, and
its ability to understand and generate text in multiple contexts
makes it a powerful assistant for diverse applications.

Creativity Boost: Copilot can assist in brainstorming ideas,
generating creative content, getting to a first draft quickly, and
exploring new concepts, providing users with a valuable resource for
innovation and creativity.

Learning and Development: Users can leverage Copilot to learn new
skills, understand complex topics, and get assistance with
educational content, making it a useful tool for continuous learning
and professional development.



What are Prompts?

Prompts are how you ask Copilot (or any AI tool) to do something
for you - like creating, summarizing, editing, or transforming. Think
about prompting like having a conversation, using plain but clear
language and providing context like you would with an assistant.

Prompting 101Prompting 101

Where Can I Use Prompts? 

Microsoft 365 Apps
Prompts in Microsoft 365 apps (like Word, Excel, PowerPoint,
Teams) are more task-specific. They assist with productivity tasks
such as drafting documents, creating presentations, analyzing
data, summarizing meetings, and managing emails. These prompts
are tailored to enhance the functionality of each specific app.

Copilot BizChat/Web
These prompts are designed for conversational interactions,
helping users with a wide range of tasks, from answering
questions to providing information to researching and engaging in
discussions. They are more general and adaptable to various
topics.

What are the right prompt ingredients, you ask? 
User-Crafted Prompts vs. Copilot Ready-Made Prompts

User-Crafted Prompts
These are prompts created by users to get specific tasks done. They can
be tailored to the user's immediate needs and context. For example, a
user might ask Copilot to "Create a summary of this document" or
"Generate a list of action items from this meeting."

Ready-Made Prompts
These are pre-designed prompts integrated into Microsoft products and
the Copilot Lab. They are optimized for common tasks and scenarios,
ensuring consistency and efficiency. For example, built-in prompts might
include "Draft a project proposal" or "Analyze this dataset for trends."
These prompts are designed to be broadly applicable and are often
refined through user feedback and iterative improvements.

Keep your eye out for the “View Prompts” button scattered throughout the M365
apps and BizChat.  

These buttons provide a list of suggested prompts that you can use to ask questions
or perform tasks. This makes it easier if you don’t know exactly how to phrase your
queries.  You don’t have to think about how to frame your request; you can simply
select a relevant prompt. 

Prompting Shortcuts



When crafting your own prompts, include
the following elements when possible:  
Goal, Context, Source, Expectations.

Prompting Ingredients for SuccessPrompting Ingredients for Success

Components of a Strong Prompt

According to Microsoft, there are 3 fundamental steps to prompting:  

Source:  Microsoft.com

What are the right prompt ingredients, you ask? 

Tell Copilot what you need 
Learn, edit, transform, summarize, create, catch-up...

Include the right prompt ‘ingredients’ (see image right)

Keep the conversation going 
Following up on your prompts help you collaborate with Copilot to
gain more useful, tailored responses. 



Key Benefits of Effective PromptingKey Benefits of Effective Prompting
Enhanced Productivity
Clear and well-crafted prompts lead to quicker and more
accurate responses, saving time and effort.

Improved Accuracy
By providing specific and contextual prompts, you reduce
the chances of misunderstandings and errors in the
responses.

Better User Experience
Effective prompting ensures that interactions with Copilot
are smooth and efficient, making the tool more enjoyable
and valuable to use.

Continuous Improvement
Regularly refining your prompting techniques based on the
feedback from Copilot helps you become more proficient
and get the most out of the tool.

Effective prompting is a skill that can greatly enhance your
interactions with Copilot. 

Focus on clarity, context, and 
continuous refinement for 

the most effective prompting.

FocusFocus



Focus on clarity, context, and continuous 
refinement for the most effective prompting. 

Save Your Prompts!Save Your Prompts!
Did You Know?

If you’ve discovered a prompt that got you just what you needed, or maybe you’ve got one prompt that you’ll reuse time and time
again...good news!  You can save your prompts for quick access later on.  

Save and reuse 
Hover over a prompt you’ve run and click "Save.”
Keep your favorite prompts ready for next time.

Access anywhere 
Use saved prompts in Copilot or the Prompt Gallery.

How To Save Your Prompt



Effective prompting is crucial when using Copilot, as it directly
influences the quality and relevance of the responses generated.
Whether you're a new user just getting started or a seasoned
professional looking to optimize your workflow, understanding
how to craft effective prompts can significantly enhance your
experience and productivity with Copilot.

For New Users

Understanding the Basics: New users should focus on learning
how to formulate clear and specific prompts. This involves being
precise about what you need and providing enough context for
Copilot to understand your request.

Experimentation: Don't be afraid to experiment with different
types of prompts. Try open-ended questions for more detailed
responses and closed-ended questions for specific information. 
It's common to go through a few iterations to achieve the desired
outcome.

Learning from Responses: Pay attention to the responses you
receive and adjust your prompts accordingly. This iterative process
helps you understand how Copilot interprets your inputs and how
you can refine your prompts for better results.

For Experienced Users

Advanced Techniques: Experienced users can leverage advanced
prompting techniques such as multi-step prompts and iterative
refinement. These methods help break down complex tasks into
manageable steps and improve the accuracy of responses through
continuous refinement.

Contextual Prompts: Providing detailed context can significantly
enhance the relevance of Copilot's responses. Seasoned users should
focus on embedding relevant background information and specifying
the desired outcome to get more precise and useful outputs.

Customizing Interactions: Tailor your prompts to suit specific needs
and scenarios. For example, when working on a project, include
project-specific details to get more targeted assistance from Copilot.

The Importance of Effective PromptingThe Importance of Effective Prompting

Always review AI-generated responses! 
This is a crucial step to ensure accuracy, context

relevance, and to catch any potential biases or errors that
the AI might miss. 



Types of PromptingTypes of Prompting
Exploring Prompting TechniquesExploring Prompting Techniques



Welcome to the world of prompts!  
Here, we'll explore the types of prompts that can help you
summon the best responses from your trusty Copilot. Each type of
prompt is crafted to elicit specific responses.

Are you prepared to master the art of prompt creation? 

Let's begin!

Open-Ended Prompts
Open-ended prompts can spark a wide range of ideas.

They encourage broad responses, ideal for delving into new areas
of thought and creativity. They are valuable for idea exploration,
creative content generation, and gathering detailed information.

These prompts do not limit the scope of the response, allowing
Copilot to provide a more thorough and nuanced answer.

Examples

"Describe the potential applications of AI in healthcare."
"What are the key challenges facing the global economy today?"
“Describe how Microsoft Teams enhances collaboration and productivity
in a remote work environment?"
"How can businesses leverage social media for marketing?"

Context and Usage
Open-ended prompts are ideal when you need in-depth explanations,
creative ideas, or detailed analyses. They are useful in brainstorming
sessions, research, and content creation. 

For instance, if you're writing an article on renewable energy, an open-ended
prompt like "Discuss the benefits and challenges of solar power" can provide
a comprehensive overview that you can then refine and expand upon.

Types of Prompting | Open-EndedTypes of Prompting | Open-Ended

Open-ended prompts empower users to explore 
a broader range of possibilities, fostering 

creativity and uncovering deeper insights that 
drive more informed and innovative decisions.



Types of Prompting | Closed-Ended ResponsesTypes of Prompting | Closed-Ended Responses
Closed-ended prompts are your go-to for quick, precise answers. 

They are great when you’re seeking specific information and
usually result in shorter responses. These prompts are useful when
you need a direct answer or information.

"What year was Microsoft founded?"

"What’s the population of Vancouver?"

"Who won the last Super Bowl?” 

“Are there any specific areas where we need to increase or
decrease spending?”

"Draft an out-of-office message for my upcoming vacation.”

Context and Usage
Closed-ended prompts are perfect for quick queries and when you need
precise information. They are commonly used in situations where a
straightforward answer is required, such as fact-checking, data retrieval,
and simple yes/no questions. 



Contextual prompts are like handing your Copilot a detailed guide
to navigate. By providing background information, you help Copilot
understand the context and generate more relevant responses.

"Based on the recent market trends, what are the best
investment strategies for 2024?"

"Considering the latest research in renewable energy, what are
the most promising technologies?"

"I’m building a marketing campaign about a new product
targeting millennials, what are the key factors to consider?"

"Given the current political climate, what are the potential
impacts on international trade?"

Context and Usage
Contextual prompts are essential when the response depends heavily on
specific details or background information. 

They are useful in scenarios where the context can significantly influence
the outcome, such as strategic planning, market analysis, and tailored
advice. 

For instance, if you're developing a business strategy, a contextual prompt
like "Considering the competitive landscape, what are the best practices
for customer retention?" can yield insights that are directly applicable to
your situation. 

Types of Prompting | Contextual PromptsTypes of Prompting | Contextual Prompts

Using contextual prompts ensures more 
relevant and accurate responses, providing 

tailored insights that meet specific needs..



Follow-up prompts are the secret to maintaining a conversation
with Copilot. They build on previous interactions, ensuring
continuity and deeper exploration of topics.

"You mentioned AI in healthcare. Can you elaborate on its
benefits?"

"Earlier, you discussed the challenges of remote work. What
are some solutions to these challenges?"

"Based on this meeting recording, who generated the top sales
in Q2?  And which territory was responsible for the lowest
number of sales?” 

“Based on this document presented today, how many people
will be impacted by this change?”

Context and Usage
Follow-up prompts are perfect for keeping the flow of a conversation and
delving deeper into subjects. They're like adding chapters to a book. 

For example, if you're working on a research paper, a follow-up prompt
like "Last time, you provided an overview of climate change. Can you now
discuss its economic impacts?" helps build on the existing information and
deepen your understanding.

By mastering these different types of prompts, you'll be able to guide
Copilot to provide the information and insights you need, tailored to your
specific requirements and context. Here are a few to try: 

“Can you give me more details on that?”
“Propose some next steps”
“Can you explain that in simpler terms?”
“Do you have any recommendations?”
“How does that compare to last year?”
“Can you give me a real-life example?”
“What are the pros and cons?”
“Can you summarize that for me?”
“Is there anything else I should know?”
“What are the key takeaways?”

Types of Prompting | Follow-Up PromptsTypes of Prompting | Follow-Up Prompts



Crafting effective prompts is both an art and a science; they can significantly enhance your Copilot interactions. By focusing on clarity,
context, keywords, and precision, you can ensure that Copilot understands your requests and provides the most relevant and accurate
responses. Let's delve deeper into each of these aspects with more examples and context.

Clarity and Specificity
Clear and specific prompts are essential to avoid ambiguity and
ensure Copilot understands what you need. Vague prompts can
lead to unclear, irrelevant responses, while specific prompts guide
Copilot to provide precise and useful information.

Clear and Specific: 
"Write a 200-word summary of the benefits of using Microsoft
Azure for cloud computing in a business environment." This prompt
specifies the length and the topic, making it clear what is expected.

Vague:
"Tell me about Microsoft Azure." This prompt is too broad and
could lead to a wide range of responses, some of which may not be
relevant to your needs.

Context and Usage
When crafting prompts, always aim to be as clear and specific as
possible. If you need a summary, specify the length. 

If you need information on a particular aspect, mention it explicitly. 

For example, if you're preparing a presentation on renewable
energy, a clear and specific prompt like "Create a slide with bullet
points summarizing the environmental benefits of solar energy" will
yield a more useful response.

Crafting Effective PromptsCrafting Effective Prompts
Clarity & SpecificityClarity & Specificity



Providing context helps Copilot understand the background and
generate responses that are relevant to your specific situation.
Contextual information can include the purpose of the request, the
audience, and any relevant details that can guide the response.

With Context:
"For a business presentation on digital transformation, explain the
advantages of using Microsoft 365 for team collaboration." 

This prompt provides the context of a business presentation on
digital transformation, helping Copilot tailor the response to
that specific use case.

Without Context:
"Explain the advantages of using Microsoft 365." 

While this prompt is clear, it lacks context, which might result in
a more general response.

Context and Usage
Always provide enough background information to help Copilot
understand the context of your request. 

For instance, if you're writing an article for a tech-savvy audience,
mention that in your prompt: "For a tech blog, explain the
advantages of using solar panels in urban environments." 

This ensures that the response is tailored to the knowledge level and
interests of your audience.

Crafting Effective PromptsCrafting Effective Prompts
Providing ContextProviding Context



Including relevant keywords in your prompts can guide Copilot's
responses and ensure that the generated content aligns with your
needs. Keywords act as signals that highlight the main topics or
aspects you want to focus on.

With Keywords
"List the top 5 programming languages for web development in
2024."

Keywords like "top 5," "programming languages," and "web
development" guide Copilot to focus on these specific aspects.

Without Keywords
"Tell me about programming languages."

This prompt is too broad and lacks focus, which might result in a
less targeted response.

Context and Usage
When crafting prompts, think about the main topics or aspects you
want to highlight and include those as keywords. 

For example, if you're exploring the latest advancements in cloud
computing, a prompt like 'Analyze the key innovations in Microsoft
Azure for 2024, with an emphasis on AI and machine 
learning services' will provide a more precise and valuable
response.

Crafting Effective PromptsCrafting Effective Prompts
Using KeywordsUsing Keywords



Ambiguity in prompts can lead to misunderstandings and
irrelevant responses. Being precise and avoiding vague
language ensures that Copilot understands your request
correctly.

Precise
"Explain the process of photosynthesis in plants."

This prompt is clear and precise, specifying exactly what needs
to be explained.

Ambiguous
"Tell me about plants."

This prompt is too vague and could lead to a wide range of
responses, many of which may not be relevant.

Context and Usage
To avoid ambiguity, be specific about what you want to know or
achieve. If you're looking for detailed information on a particular
topic, specify that in your prompt. 

For example, if you're studying biology, a precise prompt like
"Describe the stages of photosynthesis, including the light-
dependent and light-independent reactions" will provide a more
detailed and relevant response.

By focusing on clarity, context, keywords, and precision, you can
craft effective prompts that guide Copilot to provide the most
accurate and useful responses. Happy prompting! 

Crafting Effective PromptsCrafting Effective Prompts
Avoiding AmbiguityAvoiding Ambiguity



Vague Prompts
Vague prompts are like casting a spell without a clear
intention. They can lead to broad or unclear responses that
may not be useful.

Problem | Avoid prompts that are too broad or unclear.
Example: "Tell me about technology."
This prompt is too broad and could result in a wide range
of responses, from the history of technology to the latest
gadgets.

Solution | Be specific and provide context.
Example: "Explain the impact of artificial intelligence on
healthcare."
This prompt is clear and focused, guiding Copilot to
provide a relevant and detailed response.

Overly Complex Prompts
Overly complex prompts can be confusing and difficult for Copilot
to interpret correctly.

Problem | Simplify complex prompts to make them easier to
understand, and build upon them.

Example: "Describe the entire process of setting up a new
business, including market research, legal requirements,
financial planning, and marketing strategies."
This prompt is too complex and covers too many topics at
once.

Solution | Break down complex tasks into smaller steps.
Example: "First, explain the steps involved in market research
for a new business."
By breaking the task into smaller parts, you make it easier for
Copilot to provide detailed and accurate responses.

Common Mistakes & How to Avoid ThemCommon Mistakes & How to Avoid Them
Crafting effective prompts is both an art and a science. Here are some common pitfalls to watch out for, along with 
solutions to help you avoid them.



Common Mistakes & How to Avoid ThemCommon Mistakes & How to Avoid Them

Ignoring Context
Ignoring context can lead to responses that are not relevant to
your specific situation.

Problem
Always provide relevant context to ensure accurate
responses.

Example: "What are the best investment strategies?"
Without context, Copilot might provide generic advice
that may not be applicable to your situation.

Solution
Include background information and specify the desired
outcome.

Example: "Based on the recent market trends, what are
the best investment strategies for a tech startup in 2024?"
This prompt provides context and specifies the desired
outcome, guiding Copilot to give a more relevant
response.

Not Reviewing Responses 
Not reviewing responses is like sending an important message and
not verifying if it was received. Regularly reviewing and refining
your prompts based on the responses you receive is crucial for
continuous improvement.

Problem
Regularly review and refine your prompts based on the responses
you receive. 

Example: "Explain the benefits of Microsoft Azure for
businesses." 
If the response is too broad or not detailed enough, it
indicates that the prompt needs refinement.

Solution
Iterate and improve your prompts for better results.

Example: "Explain the benefits of Microsoft Teams for remote
work, focusing on productivity and collaboration."
By refining the prompt, you can guide Copilot to provide a
more detailed and relevant response.



Advanced Prompting TechniquesAdvanced Prompting Techniques  

Multi-Step Prompts
Multi-step prompts break down complex tasks into a series of
simpler prompts, making it easier for Copilot to provide detailed and
accurate responses.

"First, list the key features of Microsoft Power BI. Next, explain how
it can be used for business data analysis." 

By breaking the task into steps, you guide Copilot through a
logical sequence, ensuring each part is addressed thoroughly.

Iterative Prompting
By refining your prompts through iteration, you can improve the
quality of responses over time.

"Revise the previous report to include the latest data on Microsoft
Azure adoption in enterprises."

This technique allows you to build on previous responses, adding
new information and improving accuracy.

Leveraging Copilot’s Capabilities
Leveraging Copilot’s advanced features is like using a high-tech gadget
to enhance your efficiency. Utilize features such as code generation,
data analysis, and content creation to get the most out of Copilot.

"Generate a Power BI report to analyze quarterly sales data."
By specifying the task and the tool (Power BI), you can harness
Copilot’s capabilities to perform complex tasks efficiently."

Customizing Responses
Customizing responses is like tailoring a spell to suit a specific need.
Tailor your prompts to get personalized responses that match your
audience or purpose.

"For a beginner audience, explain the basics of machine learning."
By specifying the audience, you guide Copilot to provide a
response that is appropriate for the knowledge level and interests
of your readers.

Now that you've mastered the basics, let's explore some advanced prompting techniques.



Copilot Example Prompts in Microsoft 365Copilot Example Prompts in Microsoft 365



Example PromptsExample Prompts

Outlook 
Draft an Email: "Draft an email to Alexa about the
upcoming project deadline. Include the key
milestones and any pending tasks."

1.

Summarize Emails: "Summarize the latest emails from
Jackson in my inbox, highlighting any urgent actions
required."

2.

Schedule a Meeting: "Schedule a meeting with Sarah
for next Tuesday at 10 AM to discuss the quarterly
budget review."

3.

Word 
Generate a Report: "Generate a report on the
customer feedback received in the last six months,
including charts and graphs."

1.

Summarize Document: "Summarize the key points of
this 20-page research document, focusing on the
main findings and conclusions."

2.

Format Text: "Format this document with headings,
bullet points, and a table of contents. Ensure all
headings are in Arial, size 14."

3.

Excel
Analyze Data: "Analyze the sales data for the last quarter and
highlight any trends or anomalies. Create a summary report."

1.

Create a Chart: "Generate a pie chart showing the market
share distribution among the top five competitors."

2.

Generate a Budget: "Create a detailed budget plan for the
upcoming project, listing all expected costs and resources."

3.

4.

PowerPoint
Create a Presentation: "Create a presentation on the new
product launch with 10 slides, including an introduction,
features, and market strategy."

1.

Add Visuals: "Include infographics and diagrams in the
presentation to make the information more engaging."

2.

Summarize Slides: "Provide a brief summary of the content
on each slide, highlighting the most important information."

3.

Here are some example prompts you can use with Microsoft 365 Copilot across various apps:

Mastering the art of prompting can unlock the
 potential of AI assistants, making your workflows 

more efficient & your outputs more polished.

The Art of
Prompting



Example PromptsExample Prompts
Teams  

Summarize Meeting1.
"Summarize the key points from the last team meeting,
including action items and deadlines."
"Provide a summary of the discussion from the recent
project kickoff meeting."

  2. Create a Task List
Create a task list for the upcoming project, assigning
tasks to team members and setting due dates."
"Generate a to-do list for the marketing campaign,
including all necessary steps and responsible parties."

  3. Send a Message
Send a message to [Team Member’s Name] about the
status of their current tasks and any updates needed."
"Compose a message to the team reminding them of
the upcoming deadline and any pending work."

OneNote
Organize Notes1.
Organize my notes from the last meeting into sections based
on topics discussed."
"Sort the notes from the brainstorming session into categories
and create a summary page."

   2. Create a To-Do List
"Create a to-do list for my tasks this week, prioritizing the
most urgent items."
"Generate a checklist for the project deliverables, including
deadlines and responsible team members."

  3. Summarize Notes
"Summarize the notes from my recent brainstorming session,
highlighting the best ideas and next steps."
"Provide a brief summary of the key points from my meeting
notes, focusing on action items."

Effective prompting is a skill that improves with 
|practice and experimentation.

Keep in Mind 
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Success StoriesSuccess Stories

Marketing Team 
A marketing team used Copilot to craft personalized
email campaigns. By analyzing customer data and
preferences, Copilot generated tailored email content
that resonated with recipients. This led to a 20%
increase in email open rates and higher click-through
rates. The personalized approach boosted customer
engagement, sales, and loyalty, demonstrating Copilot's
effectiveness in enhancing marketing efforts.

Customer Service 
A customer service department integrated Copilot to
enhance their response to customer inquiries. By
generating swift and accurate replies, Copilot
significantly improved response times and boosted
customer satisfaction, resulting in a 15% increase in
positive feedback.

Product Development
A product development team at a consumer electronics
company leveraged Copilot to streamline their ideation
process. By analyzing market trends and customer feedback,
Copilot generated innovative product ideas and feature
enhancements. This strategic use of AI led to a 25% reduction
in time-to-market for new products, accelerating the
company's ability to meet consumer demands and stay ahead
of the competition.

Human Resources
An HR department at a large corporation integrated Copilot
to enhance their recruitment process. By analyzing job
descriptions and candidate profiles, Copilot generated
personalized interview questions and candidate assessments.
This innovation improved the quality of hires and reduced the
recruitment process time by 30%, making the hiring process
more efficient and effective.

Highlighting successful implementations of Copilot showcases its potential and the tangible benefits it can bring to various organizations. By
examining real-world examples, we can see how Copilot enhances productivity, efficiency, and innovation across different sectors.



Ready to elevate yourReady to elevate your
interactions with Copilot?interactions with Copilot?  

Start applying these promptingStart applying these prompting
techniques today and unlock the fulltechniques today and unlock the full
potential of AI-driven assistance!potential of AI-driven assistance!  

Wherever you are in your CopilotWherever you are in your Copilot
journey, AMTRA can help.journey, AMTRA can help.

1.855.326.05331.855.326.0533
info@amtrasolutions.cominfo@amtrasolutions.com
www.amtrasolutions.comwww.amtrasolutions.com


