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Introduction
Copilot Pro is a Microsoft Copilot subscription for individuals who want to work with 
generative AI in Microsoft 365 applications and get access to premium experiences for 
creating content. Copilot Pro works alongside you as a virtual assistant embedded in 
Excel, Outlook, Word, PowerPoint, and OneNote, helping you generate a first draft, edit 
or rewrite for different purposes, summarize, understand, and analyze your content in 
spreadsheets, emails, documents, presentations, and notes. It also helps you brainstorm 
and develop new ideas, generate images, kickstart creative projects, and get answers to 
your questions across web, mobile, and Windows experiences.

Who this book is for
Copilot Pro Step by Step and other books in the Step by Step series are designed for 
beginning to intermediate computer users. This book introduces you to the fun-
damentals of generative AI and Microsoft Copilot, providing hands-on skills and 
techniques to enable you to use these tools effectively. The examples shown in the 
book cover both home and business scenarios. Copilot Pro is for ideal for power 
users, small business owners, home office workers, freelancers, creators, consultants, 
students, researchers, programmers, hobbyists, community leaders, or anyone look-
ing to enhance their productivity and creativity with generative AI. The skills you 
learn in this book are also applicable to Copilot for Microsoft 365, although this book 
does not cover the additional apps and features that are exclusive to the Copilot for 
Microsoft 365 license.

The Step by Step approach
This book is divided into three parts. Part 1 explores core concepts of Microsoft 
Copilot, generative AI, and effective prompting techniques. Part 2 covers the 
Copilot Pro experiences for web and mobile. Part 3 demonstrates how to use 
Copilot Pro inside the Microsoft 365 applications, with a chapter dedicated to each 
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application: Excel, Outlook, Word, PowerPoint, and OneNote. This structure allows 
readers who are new to generative AI to learn the basic concepts and skills, while 
readers who are familiar with prompting and other generative AI experiences can 
focus on material in the specific apps that are of most interest to them. 

At the end of each chapter, you will find a series of practice tasks that you can com-
plete on your own by using the skills taught in the chapter. Generative AI is creative 
by nature, so even as you work through the tasks, you will discover new possibilities 
depending on your context and prompts.

Features and conventions
This book has been designed to lead you step-by-step through all the tasks you’re 
likely to want to perform with Copilot Pro. The topics are all self-contained, so you 
can start at the beginning and work your way through all the chapters or refer-
ence them independently. The following features of this book will help you locate 
specific information:

	■ Detailed table of contents  Browse the listing of the topics, sections, and 
sidebars within each chapter.

	■ Chapter thumb tabs and running heads  Identify the pages of each chapter by 
the thumb tabs on the book pages’ open fore edge. Find a specific chapter by 
number or title by looking at the running heads at the top of even-numbered 
(verso) pages.

	■ Topic-specific running heads  Within a chapter, quickly locate the topic 
you want by looking at the running heads at the top of odd-numbered 
(recto) pages.

	■ Practice tasks page tabs  Easily locate the practice tasks at the end of each 
chapter by looking for the full-page stripe on the book’s fore edge.

	■ Detailed index  Look up coverage of specific tasks and features in the index at 
the back of the book.

You can save time when reading this book by understanding how the Step by Step 
series provides procedural instructions and auxiliary information and identifies on-
screen and physical elements that you interact with. The following table lists content 
formatting conventions used in this book.

xv
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Convention Meaning

TIP This reader aid provides a helpful hint or shortcut to 
simplify a task.

IMPORTANT This reader aid alerts you to a common problem or provides 
information necessary to successfully complete a procedure.

SEE ALSO This reader aid directs you to more information about a topic in 
this book or elsewhere.

1. Numbered steps
2.
3.

Numbered steps guide you through generic procedures 
in each topic and hands-on practice tasks at the end  
of each chapter.

	■ Bulleted lists Bulleted lists indicate single-step procedures and sets of 
multiple alternative procedures.

Interface objects In procedures and practice tasks, semibold black text indicates 
on-screen elements that you should select (click or tap).

User input Light semibold formatting identifies specific information that you 
should enter when completing procedures or practice tasks.

Ctrl+P A plus sign between two keys indicates that you must select 
those keys at the same time. For example, “press Ctrl+P” directs 
you to hold down the Ctrl key while you press the P key.

Emphasis and URLs In expository text, italic formatting identifies web addresses and 
words or phrases we want to emphasize.

Download the practice files
Before you can complete the exercises in this book, you need to download the book’s 
practice files to your computer. For access to these practice files, and other resources, 
visit MicrosoftPressStore.com/register, sign in or create a new account, and register 
ISBN 9780135369425 by December 31, 2027.

IMPORTANT  Copilot Pro is a paid subscription and is not available from this website. 
You will need to purchase a Copilot Pro license before using this book.

xvi
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The following table lists the practice files for this book.

Chapter File

Chapter 3: Copilot on the Web Corporate Catering Practice Task.docx 
Contoso Ltd Digital Transformation.pdf

Chapter 5: Copilot in Excel Packaging Inventory.xlsx

Chapter 9: Copilot in OneNote Catering Notes.onepkg

Important note about changes to Copilot 
Generative AI tools, including Copilot Pro, are evolving at a rapid pace that is unlike 
anything we have experienced before. As the technology evolves, Microsoft is 
constantly innovating to take advantage of the latest capabilities, which means that 
Copilot user interfaces can look and function differently from one week to the next. 
As a result, there may be some differences between the steps and screenshots in 
this book, and what’s currently deployed, although the core principles and concepts 
remain the same. Working with this cutting-edge technology is an exciting journey, 
and I encourage you to embrace the growth mindset that will help you adopt these 
tools and the nature of constant change that goes with that. 

We will do our best to keep this content up to date in subsequent editions of the 
book. You can also find updates and links to the latest resources on the Microsoft 
Copilot Pro homepage at copilot.cloud.microsoft/en-us/copilot-pro or on Lisa’s 
YouTube channel at youtube.com/lisacrosbie.

Get support and give feedback
The following sections provide information about getting help with this book and 
contacting us to provide feedback or report errors.

Errata
We’ve made every effort to ensure the accuracy of this book and its companion con-
tent. Any errors that have been reported since this book was published are listed at:

MicrosoftPressStore.com/CopilotSBS/errata

xvii
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If you discover an error that is not already listed, please submit it to us at the same page.

For additional book support and information, please visit  
MicrosoftPressStore.com/Support.

Please note that product support for Microsoft software and hardware is not offered 
through the previous addresses. For help with Microsoft software or hardware, 
visit support.microsoft.com.

Stay in touch
Let’s keep the conversation going! We’re on X/Twitter at: twitter.com/MicrosoftPress
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2
The most important skill to master when working with 
Copilot is writing effective prompts. Any instruction or 
request that you give to Copilot is a prompt. Prompts can 
be simple instructions with a single response, or they can 
include context, source content, examples, and details of 
the desired output format. Prompting can also be more 
than just a single request and response. Understanding 
how to refine and iterate your prompts will enable you 
to have a conversation with Copilot that will give you 
much better results. In this chapter, you will learn how to 
write prompts to help you work effectively with Copilot 
with both text and images, using the main elements of 
prompting. You will understand different prompting 
techniques and the scenarios in which you can use them. 
You will also learn how to use Copilot Lab to find sug-
gested prompts to help you get started.

Writing effective 
prompts for 
Copilot

In this chapter
	■ Understand prompts and 

responses 

	■ Discover and use suggested 
prompts with Copilot Lab

	■ Use the elements of effective 
prompts 

	■ Write prompts to generate images

	■ Use more advanced prompting 
techniques

Practice files
No practice files are necessary 
to complete the practice tasks in 
this chapter.
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Understand prompts and responses
Prompts and responses are the fundamental components of the interactions you will 
have with Copilot.

How generative AI works
When you chat with Copilot or ask Copilot to do something for you, it uses a large 
language model (LLM) to process your prompt and provide a natural language 
response. A large language model is a type of AI designed to process and gener-
ate text. It has been trained on huge datasets to understand how language patterns 
work and is able to process your request and generate a response by predicting what 
comes next using these language patterns. Copilot uses the LLM to write text, pro-
vide responses, and carry on a conversation in the context of what you’ve requested. 
Copilot doesn’t actually understand what you are asking, or what it is saying in 
response, and it doesn’t have any thoughts, opinions, or feelings. It is simply using 
the patterns it has learned from the training data to predict the most likely words or 
sentences to generate a response. 

Generative AI is creative by design, making different predictions each time you provide 
a prompt. This means it won’t always generate the same answers, even when you use 
the same prompt. The more specific you are with your prompt, the more likely you are 
to get a similar, or even the same response each time. If you ask Copilot to generate 
content on a narrow or specialized topic, such as “Explain how to fold a paper crane,” 
you will get almost the same content each time. If you ask Copilot for a well-established 
fact that doesn’t change, such as “What is the capital of France?” you will also get a con-
sistent answer. If you work with more general or creative prompting, such as “Write an 
outline for a detective story,” the generated responses will be very different each time. 

Generative AI has a “temperature” control that determines the scale of how predictable 
or creative the response will be. Lower temperatures mean the response will closely 
follow predictable, learned patterns, whereas higher temperatures encourage more 
creativity and innovation in the response. When you use Copilot on the web and mobile 
experiences, you can choose whether you want Copilot to respond in a way that is more 
precise, more balanced, or more creative. Using the more precise option will give you 
more factual and consistent responses, whereas the more creative option can be more 
likely to fabricate information, known as hallucinations. The more creative option, how-
ever, will give you better results when you want to use language in a creative way, such 
as writing a poem or thinking about a question or problem in different ways. 

Chapter 2: Writing effective prompts for Copilot
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2

SEE ALSO  You will learn how to use these options with Copilot on the web in Chapter 3, 
“Copilot on the web.”

Generative AI is by nature creative, even at a low temperature or using the more 
precise option. It is therefore important to expect that as you use Copilot to generate 
drafts or rewrite content, that can yield a different response even if you use the same 
prompt. If you get an answer you like, make sure to accept or save it, or copy and 
paste it into a document or notes for future use. This creative aspect also means that 
if you don’t like the response to your prompt, one thing you can try is submitting the 
same prompt again to regenerate a different version of the response. In most cases, 
however, learning how to write better prompts and refine your instructions through a 
conversation with Copilot will be the way to get the best results. 

This chapter teaches you the skills you need to write effective prompts in a range of 
different scenarios with Copilot. 

The best use cases for Copilot
One of the biggest challenges with adopting Copilot is learning to think differently 
and understanding how and where generative AI can provide value to enhance your 
creativity and productivity. When you first start using Copilot, you are likely to get 
some disappointing or unexpected results. It is important not to give up. Think about 
Copilot as your virtual assistant and consider when and how to use Copilot in the 
same way you would if you were delegating a task to a junior assistant. 

The easiest way to get started is to think about how Copilot can free up your time. 
Think about tasks that take up a lot of your time, or tasks that are tedious, which don’t 
need the full power of your knowledge or creativity to complete. For instance, you 
could ask Copilot to help you put together a meeting agenda based on your notes. 

Copilot can also help you rewrite or repurpose your work, where you have already 
done the thinking or creative work. This can include turning a document into a pre-
sentation, rewriting it for a different audience, or writing an executive summary. 

You can go beyond productivity tasks with Copilot, using it to help you solve prob-
lems or brainstorm new ideas. You can also reverse the pattern of the conversation, 
asking Copilot to ask you the questions to help you think differently, or to challenge 
your assumptions on a topic. 

Understand prompts and responses
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Prompting in the web experience vs. app experience
With Copilot Pro, you can chat with Copilot on the web and in mobile apps, as well as 
in Microsoft 365 applications. These experiences provide you with different ways to 
work with Copilot. 

When working with Copilot in the web or mobile experiences, you can have a more 
free-form conversation. This is a great place to start with idea generation, problem 
solving, or brainstorming. This is also the best place to work if you want to have a 
conversation with Copilot in which you go back and forth and refine your ideas and 
requests, or to use more advanced prompting techniques covered later in this chap-
ter, such as the persona pattern. Copilot on the web or mobile is also the best place to 
generate images.

SEE ALSO  You will learn more about how to use Copilot on the web in Chapter 3. 

Think about Copilot in the Microsoft 365 applications as a series of “specialist” assis-
tants that are designed to help you with the kinds of work you do in each application. 
For instance, Copilot in Word is very good at helping you draft and rewrite docu-
ments, whereas Copilot in OneNote is great at identifying action points and creating 
to-do lists and summaries from your unstructured notes. 

When you work with Copilot in the Microsoft 365 applications, the prompts you write 
will mostly fall into one of these task areas:

	■ Create prompts ask Copilot to create a first draft of something for you, like a 
document, paragraph, meeting agenda, presentation, column, or email. 

	■ Edit prompts ask Copilot to rewrite your content in different ways, changing the 
length, tone, or purpose, including giving you variations to choose from. Edit 
prompts can also help with organizing your presentations and applying condi-
tional formatting to your spreadsheets.

	■ Ask prompts help you find specific information, coach you to create better con-
tent, or answer questions about your content or related topics.

	■ Understand prompts help you summarize your content, find insights, and 
extract to-do lists or key points.
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SEE ALSO  You will learn how to use each of these types of task prompts in Excel, 
Outlook, Word, PowerPoint, and OneNote in Chapters 5–9 of this book. 

You can get the most out of Copilot Pro by using the web and application experiences 
together. For instance, you can start by brainstorming and working through a new idea in 
Copilot on the web, and then use the output of that as a prompt to draft a new document 
in Word. You can even ask Copilot on the web to help you write or improve your prompts. 

Discover and use suggested prompts with 
Copilot Lab
The best way to get started with learning how to write effective prompts for Copilot 
is to use Copilot Lab. Copilot Lab provides suggested prompts for all the Copilot 
experiences, arranged in categories, making it easy to browse through the options 
to discover new ideas and save prompts to use later. Copilot Lab is available on the 
web, where you will find prompts for all the apps in a single place. You can also get to 
Copilot Lab from the menu in each of the Microsoft 365 applications, which is the best 
way to discover suggested prompts in the context of the app you are using. 

Copilot Lab on the web
The full Copilot Lab experience on the web provides you with suggested prompts to 
use, as well as other advice, tips, and learning resources for prompting with Copilot. 
This is a great resource to explore further. 

To use Copilot Lab on the web

1.	 Navigate to the Copilot Lab home page: https://copilot.cloud.microsoft/ 
en-US/prompts.

Discover and use suggested prompts with Copilot Lab
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2.	 Select the Sign in icon at the top right of the window, and sign in using the 
Microsoft account you used to sign up for Copilot Pro.

Sign in to Copilot Lab using your  
Microsoft account.

3.	 Scroll down to the suggested prompts.

4.	 Select View all prompts.

Scroll down to the list of suggested prompts and select View all prompts.

You can browse prompts by app, task, job type, or a combination of these by using 
the dropdown menus near the top of the page. 
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Start by selecting the App menu to view the options. You will see the apps for which 
Copilot is available with your Copilot Pro License: Outlook, Word, Excel, PowerPoint, 
and OneNote.

Use the dropdown menu to browse prompts by app.

Select the app or apps you want to explore.

Check the box for the app for which you want to 
explore Copilot prompts.

Discover and use suggested prompts with Copilot Lab
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When you find a prompt that looks interesting, select it to open it and view more infor-
mation. You will find information about how to make changes to make it work for your 
context, as well as other suggested prompts that are similar to the one you’ve chosen.

The suggested prompt also includes suggestions for how to make the prompt your own and other similar 
prompts you can explore.

To save a prompt to use later

1.	 Select the ribbon icon on your open prompt.

2.	 Wait for the Prompt saved message to appear.

3.	 Close the selected prompt.

Select the ribbon icon to save the prompt.

You will see a message confirming that your prompt has been saved.
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You will see that your prompt now has the ribbon icon highlighted in the main 
dashboard. 

You can see which prompts you’ve saved by the ribbon icon status on the card.

TIP  You can also select the ribbon icon in the main dashboard of prompts without 
needing to open it. 

TIP  To remove a prompt from your Saved prompts list, select the ribbon icon again to 
deselect it.

You can also browse Copilot Lab to find prompts that fit into each of the five main 
task categories you learned about earlier: Create, Edit, Ask, Catch up, and Understand.

To browse prompts by tasks and job type

1.	 Clear your selection from the App menu from the previous steps.

Clear your selection in the App menu to view 
prompts for all apps.

Discover and use suggested prompts with Copilot Lab
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2.	 Open the Task menu and select Edit.

Expand the Task menu and select Edit.

3.	 You will see the list of Edit prompts. Save some of them as favorites.

Save some of the suggested prompts by selecting the ribbon icon on each card.

4.	 Repeat the previous steps to browse prompts by job type. 

Expand the Job type menu and select the Marketing option.
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5.	 Browse and save some more prompts from this selection.

TIP  You can use these menus together to narrow your selection by multiple fac-
tors—for instance, all Marketing ideas in PowerPoint. You can also choose more 

than one option from each list. 

Browse the suggested prompts for marketing and select the ribbon icons to save some of them.

Discover and use suggested prompts with Copilot Lab
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To view your saved prompts in Copilot Lab, select the Saved prompts button at the 
top left of the dashboard.

Select the Saved prompts button to view all your saved prompts.

TIP  You can use the dropdown menus on your saved prompts to filter by app, task, or 
job type. 

Scroll down below the main suggested prompts area in Copilot Lab to find some 
quick tips for better prompts.

You will find more tips for prompting further down the Copilot Lab page.
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Copilot Lab from the app experiences
You can also access Copilot Lab in each of the Microsoft 365 app experiences, to 
quickly get suggested prompts for that app. Any prompts you have saved in the main 
Copilot Lab experience will also show up as saved prompts in these apps, making 
them quick and easy for you to find and use. 

To use Copilot Lab inside the Microsoft 365 apps

1.	 Open the Copilot pane from the right end of the Home ribbon in the app.

2.	 Select the book icon in the prompt area at the bottom of the Copilot pane.

3.	 Select View more prompts.

4.	 This will launch Copilot Lab as a window.

TIP  The images here show the experience in PowerPoint, but you will find that 
the experience of navigating to Copilot Lab is the same in each app.

Open the Copilot pane in PowerPoint by 
selecting the icon at the right end of the 
Home ribbon.

Select the book icon in the prompt 
area and then select View more 
prompts to open Copilot Lab.

Discover and use suggested prompts with Copilot Lab
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To use a prompt from Copilot Lab

1.	 Select the Saved prompts button to view your saved prompts or use the Task 
or Job type menus as shown in the previous section to browse prompts for the 
app you are using. 

2.	 Select the prompt you want to use.

3.	 This will close the Copilot Lab window.

4.	 Your prompt will appear in the prompt area.

Select the prompt you want to use.

Any part of the prompt that was in square brackets will be removed. You should com-
plete the prompt with your own instruction. 

Complete the prompt with your own request.
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In this example, this prompt in PowerPoint creates a presentation with images, con-
tent, and speaker notes.

SEE ALSO  You will find detailed step-by-step instructions for using Copilot Lab in 
OneNote in Chapter 9, “Copilot in OneNote.”

Copilot generates a presentation based on your prompt.

Use the elements of effective prompts
A prompt can be a very simple instruction, such as “Write a blog post about the bene-
fits of remote work,” or it can be a much longer prompt including specific detail about 
the context and desired output, along with examples of what you want to include or 
create. Sometimes a simple instruction will be enough to generate what you need, but 
other times you will find that providing Copilot with more detail and more informa-
tion will give you a better result. 

In this section, you will learn the four main elements you can use to write effective 
prompts and how each element affects the response you get from Copilot. 

Use the elements of effective prompts
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The elements of effective prompting for Copilot are: 

	■ Goal

	■ Context

	■ Source

	■ Expectations

You will learn how to use these elements through a series of examples using different 
Copilot Pro experiences. This section shows prompts and responses in Copilot on the 
web and Copilot in Word, to help you understand the different prompting scenarios 
and examples in context. 

SEE ALSO  This chapter focuses only on prompting skills and techniques. You will find 
detailed step-by-step instructions on how to use Copilot on the web in Chapter 3, and 

Copilot in Word in Chapter 7. 

Goal
When you first write a prompt, you are likely to provide Copilot with a simple state-
ment or instruction telling it what you want to do. Usually, this simple instruction is a 
goal. For example, “Write a blog post about the benefits of remote work.”

You can provide a simple prompt with a goal.

This type of prompt will produce a very general response. This can work well if you 
don’t have something specific in mind or if you are using Copilot to help you brainstorm 
ideas or understand more about a topic to help you get started, but you are not likely to 
get what you want from Copilot with a simple general prompt like this. The results will 
usually feel very generic and not likely aligned with what you had in mind. 

Return to the idea that prompting Copilot is like delegating a task to an assistant. If 
you gave this instruction to an assistant exactly as it is typed here, what might you 
expect? Most likely you’d get a very general blog post on the topic, covering the most 
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widely acknowledged benefits. If you were in a workplace where the assistant also 
had additional context, they might apply that; but in this case, Copilot doesn’t have 
anything else to work with. It only has this very general instruction with no context. 

The result is a well-structured, easy-to-read, but very generic blog post. 

Copilot responds by writing a blog post on the topic as requested.

If your request is very specific, you may get a satisfactory result from a simple prompt 
like this, whereas if it is a request that can be broadly interpreted in different ways, the 
result will be less predictable. Compare the following two examples:

Example 1: A simple prompt with a broad goal. 

The prompt “Create a workout plan” is very broad. Imagine approaching your assis-
tant and asking them to do this. There is no information here about who the plan 
is for or what you want to achieve. You would be unlikely to get a great result from 
asking them to do this with no context or expertise. 

A simple prompt with a broad goal and no detail.

Use the elements of effective prompts
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As expected, Copilot returns a very general response to the prompt. It starts by saying 
“it depends” and then proceeds to offer some general advice and links to resources. 
This is not likely to be particularly useful. 

Copilot responds with a general workout plan.

Example 2: A simple prompt with a specific goal

In this example, the prompt is also very simple, “Create a recipe for vegan ginger-
bread,” but the request is very specific. Gingerbread is made up of largely the same 
ingredients, and there are a limited number of ways to make it vegan. 

A simple prompt with a specific goal.

In this case, the Copilot response is specific and well aligned to the instruction. This is 
likely to be a satisfactory output without needing any additional context or informa-
tion in the prompt. 

TIP  This prompt also describes the expected output using the word “recipe,” which has 
a much more specific and standard format than a “blog post.” You will learn more about 

including expectations in your prompts later in this section. 
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Copilot provides a recipe in response to the prompt.

Context
One of the most impactful things you can do to improve the responses you get from 
Copilot is to add context to your prompt. This helps Copilot understand the “why” 
behind your instruction and any other detail about what else you had in mind when 
you came up with the task. Think about how you would delegate this task to an assis-
tant. You would likely start by positioning the request with information about why 
you wanted it done and what it will be used for. 

You can add context to your prompt by describing the purpose, the intended audi-
ence, or how it will be used. Providing context completely changes the result you will 
get from Copilot from something generic to something that more specifically aligns 
with your goal. 

Compare the following prompt with the simple instruction used in the previous step, 
where you asked Copilot to write a blog post about the benefits of remote work. This 
prompt now describes the intended audience (“small business owners”) and goes a 
step further to provide even more specific detail about the mindset of the audience 
(“who are considering allowing their employees to work remotely”). It also describes 
the “why” behind the goal – “to highlight the advantages and persuade them to 
adopt remote work policies.”

Use the elements of effective prompts
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A prompt that includes both a goal and context.

This prompt gives Copilot a lot more to work with, and the result is very different 
from what you get with a general prompt without all this context. Context matters 
because it helps Copilot give much more tailored results. The resulting blog post is 
now written specifically for this audience and purpose. The heading, subheading, con-
tent, tone, and explanation of the benefits are different, and the result is much more 
tailored and less generic. 

Copilot responds with a blog post that is aligned to the context in the prompt.
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You can provide a lot of detail in your context or use a simple statement. In the example 
where we asked Copilot to create a workout plan, adding the context about who the 
plan is for makes a huge difference to the relevance and usefulness of the response. 

A prompt that provides a goal and the context.

Now that Copilot knows the workout plan is for a beginner looking to improve their 
fitness, the result is much more specific, and likely something that you could put into 
action, rather than the generic advice it provided from the broad prompt. 

Copilot responds with a tailored workout plan based on the context.

Compare the following result when you give Copilot the same basic instruction with a 
completely different context.

A prompt that provides a goal and a different context.

Use the elements of effective prompts
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As you would expect, the response is different and aligned to the context provided.

Copilot responds with a tailored workout plan based on the context.

Source
You can refine your prompt and the output by providing Copilot with source mate-
rial to work with. Source material can include additional information or examples in 
the prompt; content already in your documents, notes, or presentations; or content 
from the web. 

Let’s return to the blog post about remote work and develop the prompt further to 
include examples. Imagine again that you are briefing your assistant on the blog post 
you want. You have provided the goal and the context of the intended audience, but 
you also have in mind some specific facts or examples that you want to make sure 
are included. When you delegate that task, you provide that information at the same 
time. The prompt now includes details of two example scenarios that illustrate the 
benefits of remote work for small businesses. 
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A prompt that includes a goal, context, and examples

The response from Copilot includes the requested examples in the text.

Copilot responds with a blog post that includes the requested examples from the prompt.

Copilot uses a large language model to generate the response, as described earlier in 
this chapter, which means it doesn’t understand what it is generating. Copilot is using 
the large language model and the training data to create content by predicting likely 
words and sentences. That means sometimes the response includes content that looks 
true but isn’t. This is known as “hallucination.” In this response, the cited Stanford 
University study sounds plausible, but it doesn’t actually exist. Copilot is a very effec-
tive assistant, but like working with any assistant, you should always check the work 
it does before relying on it. The more you use web plug-ins or other content in your 
prompt, the less likely you will find hallucinations in the response.

Use the elements of effective prompts
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IMPORTANT  Always make sure to fact check the output from Copilot. Generative 
AI can sometimes “hallucinate,” generating content that reads as if it is true when it 

may not be. 

Copilot Pro allows you to use the content of your documents as a source to create 
new content in some of the Microsoft 365 app experiences. 

When you use Copilot in Word, PowerPoint, and OneNote, you can use a simple 
prompt to summarize the content. In the prompt “Summarize this doc” in Copilot 
in Word, the phrase “this doc” instructs Copilot that the document is the source 
you want it to use. 

The prompt “Summarize this doc” refers to 
the document as the source.

Copilot works with the source provided and responds with a summary of the content 
in your document. 

Copilot summarizes the document.
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You can also write prompts to ask Copilot to rewrite or draft new content using the 
content in your document or notes as a source by using a phrase such as “based on 
this doc” in your prompt. 

You can ask Copilot to generate new content based on the content in 
your document.

Copilot generates a social media post suitable for LinkedIn, using the content of your 
document as the source.

Copilot responds with a LinkedIn style post on the topic of remote work.

You can use a Word document as a source to create a presentation using Copilot for 
PowerPoint by including a link to the document in the prompt. 

Add a link to a Word document to a prompt 
in Copilot in PowerPoint to generate a 
presentation based on that document.

Use the elements of effective prompts
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Copilot creates a presentation outline based on the source document and uses the con-
tent in the document to create the presentation content, speaker notes, and images.

Copilot creates the presentation from your document, outlining 
the main sections, creating content, speaker notes, and images.

Copilot creates a presentation using your document as the source.

SEE ALSO  You will learn how to create a presentation from a document step by step in 
Chapter 8, “Copilot in PowerPoint.”
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60 Review copy only. Not for distribution. Copyright 2025, Pearson Education, Inc. All rights reserved.



2

IMPORTANT  Copilot Pro has limited capabilities to use full documents as the source 
for prompts in the Microsoft 365 applications. To unlock the full capabilities of using 

your files as source content, you need a Microsoft 365 Copilot license. 

You can also add source content to your prompt by copying and pasting it from 
the source directly into the prompt area. In this example, you have a vegan ginger-
bread recipe as your source, and you want to rewrite it to make it easy for children 
to understand. 

Ask Copilot to rewrite the recipe so that it is suitable for an 8-year-old.

Copilot responds with a new version of the recipe written in a different style. 

Copilot rewrites the recipe using language and concepts suitable for an 8-year-old.

SEE ALSO  You will learn how to use web content as a source in Chapter 3. 

Use the elements of effective prompts
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Expectations
Expectations define the length, tone, or format of the output you have in mind. You can 
ask Copilot to write to a specified word count or to respond in a different format, such 
as bullet points. You can describe the intended audience or type of language used. 

Just like delegating a task to an assistant, you will find that you get better results if you 
explain the output style and format you have in mind. Compare the following prompts: 

	■ Summarize this doc

	■ Summarize this doc in three bullet points

	■ Write an executive summary for this doc

Each of these prompts asks Copilot to summarize the content of the document, but 
the intended output is different each time. 

	■ When you ask Copilot to summarize this doc with no other explanation of the 
desired output, you will get a comprehensive summary, which may be written 
in bullet points or paragraphs, as you saw in the previous section.

	■ Adding the expectation that you want the output written “in three bullet 
points” will provide you with a much more concise summary, written in a bullet 
point format. 

Providing expectations in your prompt will change the output 
of the response.

Chapter 2: Writing effective prompts for Copilot

62 Review copy only. Not for distribution. Copyright 2025, Pearson Education, Inc. All rights reserved.



2

	■ You can express the desired output as a style, such as asking for an “executive 
summary.” In this case, Copilot will summarize the key points of the docu-
ment focusing on the main conclusions and recommendations for a business 
decision-maker. 

Copilot can generate an executive summary of your document. 

You can describe in detail your expectations from the output, including structure, 
content, and tone. Here is an example of a prompt that now includes the desired 
length (1000 words) and specific subheadings (Increased Productivity, Cost Savings, 
Employee Satisfaction) and asks for a concluding paragraph. It also specifies the tone 
that should be used (professional yet friendly). 

Write a 1,000-word blog post about the benefits of remote work. This post is intended 
for small business owners who are considering allowing their employees to work 
remotely. The goal is to highlight the advantages and persuade them to adopt remote 
work policies. Include examples such as a tech startup that saw a 20% increase in 
productivity after transitioning to remote work, or a marketing agency that reduced 
overhead costs significantly by closing its physical office and moving to a fully remote 
setup. The post should have at least three subheadings (e.g., Increased Productivity, 
Cost Savings, and Employee Satisfaction) and a concluding paragraph that summarizes 
the key points. Maintain a professional yet friendly tone throughout.

Use the elements of effective prompts
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A prompt that uses a goal, context, examples, and a description of the 
expected output.

The response follows the expected output requested in the prompt. 

Copilot responds with a blog post that takes in the instructions from the prompt.
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Compare the output with a prompt on the same topic that sets a very different 
expectation. 

A prompt requesting a different style of output on the benefits of remote work.

From this prompt, Copilot produces a very different response. 

Copilot responds with a series of quick points using emojis for emphasis.

TIP  The results from your prompt will be different using Copilot on the web than from 
Copilot in Microsoft 365 applications. In the applications, Copilot expects to work in a 

certain style—for instance, in Word, it expects to draft a document. For more free-form types 
of content like this, you are likely to get a better result using Copilot on the web. 

Use the elements of effective prompts
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Iterate and refine
In this section, you have learned the main components that make up a prompt—
goals, context, source, and expectation—and how to use them to get better results. 
However, it is unlikely that you will ever get a perfect result the first time from a single 
prompt. It is important to understand that generative AI will not always correctly 
understand your intent the first time.

Think again about delegating a task to an assistant. You may need to go back and 
provide additional information, context, source material, or expectations to get the 
results you were hoping for. More likely, you would engage in a conversation either 
at the start or throughout the process with the assistant to clarify, refine, and provide 
additional detail. 

When working with Copilot, think about the interaction as a conversation, as you 
might have with an assistant, rather than only as a single prompt and response. 
Developing your skills in this area and learning how to iterate and refine your prompts 
to get better responses is the most important factor in your success using Copilot. 

Returning to the example of using Copilot to create a workout plan, when we first 
asked Copilot to “create a workout plan for a beginner who is looking to improve 
their fitness and has not had a regular exercise or workout routine before,” we got a 
response that suggested a simple six-week workout plan.

However, it was a general response with very little detail. Perhaps you had in mind 
that you wanted a four-week program to start with, or you need to provide more 
details about the exercises to help beginners get started. You can refine the results by 
responding with another prompt.

Provide Copilot with feedback and ask for changes with another prompt.

TIP  Being polite to Copilot and providing feedback on what you liked or didn’t like in 
the response can also help you get better results.
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Copilot takes your feedback and refines the initial response to provide the changes 
and additional details you requested. 

Copilot adjusts the response based on the changes you requested in your prompt.

You can continue the conversation in this style until you get the result you want, iter-
ating to ask for more changes or for additional information to be added. 

Provide Copilot with feedback and ask it to make changes and additions with another prompt.

Copilot responds based on your prompt. The response now includes nutrition tips 
for beginners.

Use the elements of effective prompts
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TIP  Don’t forget to use the elements of prompting you learned earlier as you iterate 
and refine. You can continue to provide additional context, examples, sources, and 

descriptions of your expected output.

Additional tips to improve prompting
Goals, context, source, and expectations are the core elements of writing effective 
prompts. You can improve your prompting even further with the additional tips cov-
ered in this section. 

Be specific
In the previous section, you learned how to make your prompt more specific by 
adding context, examples, and expectations about the output. Providing detailed and 
clear instructions helps guide Copilot to give you a better result. This is true even for 
a simple prompt. Compare the following two examples. Even without adding context 
or examples, you will get better results by being more specific about what you want 
Copilot to do.

	■ Tell me about cats

	■ Describe the different breeds of domestic cats and their unique characteristics

Tell Copilot when you are starting a new conversation
Copilot expects you to have an ongoing conversation where you iterate and refine 
your prompts, so when you are ready to start a new topic or conversation, you should 
tell Copilot. That effectively resets the conversation and avoids confusion.

In the Copilot experiences on web, mobile, and Windows, there is a button you can 
select next to the prompt area that restarts the conversation.

When you select the icon, it will expand to show the 
words “New topic,” and Copilot will be ready to start 
a new conversation.

Select the icon next to the 
prompt area in Copilot on the 
web to start a new topic.
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Write prompts to generate images
Copilot can also generate images for you, using the DALL-E 3 model, which is a type 
of AI model that specializes in creating unique, high-quality, detailed images based 
on the text description you put in your prompt.

Effective prompting for image generation in Copilot requires some different knowl-
edge and skills than prompting to generate text content. When you are writing 
prompts to generate images, you should think about fine details, as well as the mood 
or aesthetic of the image you want to create, and understand the different kinds of 
art, digital, photography, and other mediums you can use to describe images. 

As you learned with prompting for text, using a very broad general prompt to gen-
erate an image is unlikely to give you a satisfactory result and can generate vastly 
different results each time. In this example, the very simple prompt “create an image 
of a tree” creates two very different styles each time the prompt is used and adds a lot 
of additional detail that may not be what you had in mind. 

A very broad general prompt is unlikely to give you a good response when generating an image.
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Write a caption to generate an image
One way to write an effective prompt to generate an image is to picture the image in 
your mind and then write a caption for it. Imagine describing the image to someone 
else to help them picture the same thing. In this example, the prompt is still relatively 
simple, but the output is a good match to the description in the prompt, featuring the 
key elements that were requested. 

Using a prompt that describes the image in the style of a caption helps Copilot generate something 
more like what you have in mind.

The generated images are well aligned with the description in the prompt.
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Describe the background of your image
When you write your prompt, think about what you want in the background of your 
image and describe that as well as the main part of the image you want to generate. If 
you don’t specify the details of the background, the AI will fill in something for you or 
even leave it blank. In this example, asking for a 3D cartoon-style image, the back-
ground is blank in most options. 

If you don’t describe the background of the image in your prompt, Copilot will generate the background 
or leave it blank.

With this prompt, the background is blank in most of the generated images.

Compare this to the following version of the prompt that includes a description of 
both the cartoon-style bird and the details of the desired background.

You can write a prompt to describe the background you want as well as the main image.

Write prompts to generate images
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Copilot adds some background options as described.

Copilot generates the image with the background as requested in the prompt.

Refining and iterating your prompt
As you learned earlier in this chapter, think about prompting Copilot as a conversa-
tion in which you can continue to refine and iterate your prompts to get what you 
requested. This is a particularly important skill when you are prompting for image 
generation, where communicating in words an image you have in your mind can take 
multiple attempts or iterations, especially when you are starting out.

In this example, the previous prompt asking Copilot to generate an image of an oak 
tree is refined to describe that the background should be a clear blue sky. 

Rewrite the prompt asking for an image of an oak tree, this time describing the background.

Chapter 2: Writing effective prompts for Copilot

76 Review copy only. Not for distribution. Copyright 2025, Pearson Education, Inc. All rights reserved.





The refined results are much better and represent what was requested. 

Copilot generates a new set of images that are a better match to the request.

Use adjectives to describe the emotion or aesthetic
When you are writing prompts to generate images, using adjectives to describe the 
mood, tone, emotion, or aesthetic of the image can help generate the kind of image 
you have in mind. In the following examples, both prompts ask for an image of a 
coffee cup, but the description of the aesthetic, even without any specific detail about 
the scene, produces vastly different results.

In this first example, the aesthetic is described as warm, comfortable, and minimalistic.

Describing the aesthetic of the image, even without any other detail, can be an effective way to write 
a prompt.

Chapter 2: Writing effective prompts for Copilot

78 Review copy only. Not for distribution. Copyright 2025, Pearson Education, Inc. All rights reserved.





Describe specific artistic or photographic styles
One of the best ways to get an image in the style you have in mind is to describe 
a specific artistic, digital, or photographic style. Copilot can create images in all 
sorts of styles and mediums. Think about styles of drawings or paintings, such as 
“impressionist” or “watercolor.” You can ask for realistic photographs and describe 
photographic techniques or styles or ask for cartoon-style images as shown in the 
previous example. You can also ask for images in the style of different mediums, such 
as clay or embroidery. 

SEE ALSO  Your ability to use these kinds of prompts effectively to generate images will 
depend on the kinds of styles you can think of and describe. Later in this section, you will 

learn how to use Copilot to help you better describe image styles.

Let’s return to the example of asking Copilot to generate an image of an oak tree, 
this time using different artistic styles. The first prompt asks for a black and white 
charcoal etching.

Describe a specific artistic style as part of your prompt when generating images.

Copilot generates images in the style described.

Chapter 2: Writing effective prompts for Copilot
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Ask Copilot to help you with image prompting
One of the most effective ways to learn how to write great prompts for images is to 
ask Copilot to help you write the prompt. This is particularly useful if you don’t know 
how to describe a particular style in detail. 

To ask Copilot to help you write a prompt to generate an image

1.	 Write a prompt asking Copilot how to write a good prompt for the outcome 
you are trying to achieve, describing the subject and the style.

Ask Copilot to help you write effective prompts to describe the image style you want.

2.	 Copilot responds with a suggested prompt you can use. It may also explain the 
thought process behind how it constructed the prompt, helping you with other 
ideas you can use.

Copilot suggests a prompt you can use to describe the image style you want to create.

3.	 Copy the text of the suggested prompt.

4.	 Select the New topic button to start a new conversation before generating 
the image. 

5.	 Paste that prompt into the prompt area. 

Chapter 2: Writing effective prompts for Copilot
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Using this prompt changes the image in subtle ways as described. In particular, notice 
the change to the lighting in these images compared with the first set of images.

Copilot generates another four images, making the changes requested in the prompt.

Use more advanced prompting techniques
In addition to the main elements of effective prompting you learned earlier in this 
chapter, you can use these additional prompting techniques to get more out of your 
Copilot Pro experience. 

Personas 
Asking Copilot to take on the role of a persona is a very effective way to use genera-
tive AI to take on the point of view and expertise of another person. While this doesn’t 
substitute for actual expertise, it can help you empathize with or anticipate another 
person’s point of view or learn about a problem or topic from a different perspective. 
You can use the persona pattern of prompting in two ways. 

Use more advanced prompting techniques
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Ask for multiple options
If you are using Copilot to help you generate new ideas, you can ask it to provide mul-
tiple options or suggestions. This is an example of another way to use the element of 
expectations in your prompt. In this example, you ask Copilot to suggest more engag-
ing titles for the blog post on remote work, using that as the source. 

Ask Copilot to generate multiple options or suggestions.

Copilot responds with a list of suggestions to choose from. This can be more effective 
than just getting a single response and iterating, although you can still refine your 
prompt at this point if the suggestions don’t match what you had in mind. 

Ask Copilot to provide you with more than one option to use in your content. 

Providing examples 
Another way to prompt Copilot with expectations is to provide examples of the 
output you are seeking. This type of prompting is called “in-context learning.” You are 
effectively training the model in the context of the conversation. 

Chapter 2: Writing effective prompts for Copilot
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Compare this with the response you get from the more general prompt, “write 
a job description for a marketing manager,” where there is no example output 
format specified. 

Without an example, Copilot gives general suggestions about the role of a marketing manager.

Brainstorming and problem solving
You can also change the question-and-answer pattern so that Copilot asks you ques-
tions. This is useful if you want Copilot to help you with brainstorming or thinking 
through or solving a problem. This is known as the “flipped interaction pattern.” 

Rather than asking Copilot to come up with a workout schedule, you can ask it to ask 
you questions about your needs first.

Ask Copilot to ask you a series of questions rather than providing an answer.

Chapter 2: Writing effective prompts for Copilot
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Copilot responds with a question instead of an answer and then works through a 
series of questions with you before generating a final response. 

Copilot responds by asking you a question.

Skills review
In this chapter, you learned how to:

	■ Understand how generative AI works with prompts and responses.

	■ Discover and use suggested prompts with Copilot Lab for different apps, tasks, 
and job roles.

	■ Write effective prompts for Copilot using the main elements of a prompt: goal, 
context, source, and expectations.

	■ Write prompts to generate images and use Copilot to help you describe differ-
ent image styles.

	■ Use more advanced prompting techniques including the persona pattern, 
asking for multiple options, using examples, and brainstorming. 

Skills review
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Practice tasks
No practice files are necessary to complete the practice tasks in 
this chapter.

Understand prompts and responses 
In your browser, navigate to https://copilot.microsoft.com, and then perform the 
following tasks:

1.	 Select the Sign in button at the top right of the screen.

2.	 Sign in with the Microsoft account you used to sign up for Copilot Pro.

3.	 In the prompt area, enter the following prompt: Mary had a 

4.	 Select the arrow icon to submit the prompt.

5.	 Notice that Copilot completes the first line of the nursery rhyme, “Mary had 
a little lamb,” based on predicting what is most likely to come next from the 
prompt you entered.

Discover and use suggested prompts with Copilot Lab
Open your browser, navigate to Copilot Lab, and then perform the following tasks:

1.	 Navigate to the Copilot Lab home page: https://copilot.cloud.microsoft/ 
en-US/prompts.

2.	 Select the Sign in icon at the top right of the screen, and sign in using the 
Microsoft account you used to sign up for Copilot Pro.

3.	 Scroll down to the suggested prompts.

4.	 Select View all prompts.

5.	 Select the App menu, and then select PowerPoint.

6.	 Select the Job menu, and then select Create.

7.	 Scroll through the suggested prompts on the screen, select the suggested 
prompt to Develop training materials, and open it.

8.	 Read the details of the prompt, and then select the ribbon icon to save it. Close 
the card window.
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9.	 Browse through the other suggested prompts and select the ribbon icon for 
any other prompts you think would be useful.

10.	 Select the Saved prompts button to view your saved prompts.

11.	 Select the ribbon icon to deselect any prompts you don’t want to keep after 
this practice task. 

12.	 Select the Saved prompts button again to return to the full list of prompts.

Use the elements of effective prompts
In your browser, navigate to https://copilot.microsoft.com, and then perform the 
following tasks:

1.	 In the prompt area, enter the following prompt: Help me plan for a holiday 
to Slovenia

2.	 Refine this prompt by adding context. In the prompt area, type I will be 
traveling with my partner and two children aged 8 and 10. We are looking 
for a mixture of fun activities, beaches, and places to relax.

3.	 Refine the prompt again by adding expectations about the output. In the 
prompt area, type This sounds great. Please suggest an itinerary to visit these 
places for a two-week trip.

4.	 Select any of the suggested prompts to continue the conversation.

Write prompts to generate images
Remain in the browser with https://copilot.microsoft.com open, and then perform the 
following tasks:

1.	 Select the New topic button to start a new conversation.

2.	 Enter the following prompt: Create an image of sunset over the beach in a 
bold impressionist style.

3.	 After Copilot has generated the images, add a new prompt: Change it to a 
realistic polaroid photo style.

4.	 Select the New topic button.

5.	 In the prompt area, ask Copilot for help with your next prompt by typing: How 
can I write a prompt to generate an image of the New York skyline as a 
pop-up book.

95

Practice tasks

Review copy only. Not for distribution. Copyright 2025, Pearson Education, Inc. All rights reserved.

https://copilot.microsoft.com
https://copilot.microsoft.com


6.	 Copy the suggested prompt Copilot provides in the response.

7.	 Select the New topic button.

8.	 Paste in the suggested response from Copilot or use this one: Design a vibrant 
pop-up book scene featuring the iconic New York City skyline. Capture 
the towering skyscrapers, the Statue of Liberty, and the Brooklyn Bridge. 
Imagine the cityscape coming to life as the pages unfold, revealing intricate 
paper structures and colorful details.

Use more advanced prompting techniques 
Remain in the browser with https://copilot.microsoft.com open, and then perform the 
following tasks:

1.	 Select the New topic button to start a new conversation.

2.	 Enter the following prompt: Act as an entrepreneur who is investing in new 
food businesses. You are having a meeting with a young pastry chef who has 
an idea for a food truck that specializes in desserts. What questions would 
you ask? 

3.	 Enter the following prompt: Act as the pastry chef. Please suggest 10 ideas for 
signature desserts you could offer.

4.	 Select one of the options and write a new prompt asking Copilot to expand on 
that idea. Your prompt will be I love the sound of [insert dessert name here]. 
Please help me write a description for the menu and suggest three more 
ideas for the name of that dessert.
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cells, highlighting in Excel, 185

charts, adding in Excel, 207

chat experience, opening, 246

chat history, managing, 113–114

chatting 

using voice, 156–158, 175

with Word, 276–283, 285

Clarity option, Coaching by Copilot, 228, 231

clipboard, copying content to, 173–174, 326

Coaching by Copilot, Outlook mobile app, 
239–241, 243. See also Copilot in Outlook

code, generating, 110

columns, inserting in Excel, 200, 202

Compose feature, Copilot in Edge sidebar, 
141–144

conditional formatting, Copilot in Excel, 184–192

content

checking before using, 255

creating using Narrative Builder, 293–296

drafting, 141–144, 285

rewriting, 265–270, 285

transforming into tables, 271–275

context prompts, 53–56

conversation styles, Copilot Pro on the web, 
114–117, 146

Copilot (free version), 4–5

Copilot, launching, 180

Copilot chat, generating notes from, 337

Copilot chat pane, creating presentations with, 
296–300

SYMBOLS
@ (at symbol), typing in prompts, 136

“ (quotation marks), using in prompts, 69–70

A
action points, finding and summarizing, 327

adjectives, describing emotions or aesthetics 
with, 78–79

aesthetics, describing with adjectives, 78–79

alphabetizing data, Copilot in Excel, 194

Android devices, accessing Copilot Pro on, 19

app vs. web experience, 38–39

artistic styles, describing, 80–81

ask prompts, 38

asking questions in Word, 278–280

at symbol (@), typing in prompts, 136

AutoSave, turning on, 180–182

B
Balanced conversation style, 114, 116–117

Bing, accessing Copilot Pro in, 16–17

blog post, creating prompt for, 71

boosts for image generation, 8

brainstorming and problem solving, 92–93

C
camera, using to add images to prompts, 

159–162

captions, writing to generate images, 74
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Index

G
Generate button, 248, 255

generating code, 110

generative AI

creative nature of, 36–37, 105

defined, 3

overview, 36–37

“temperature” control, 36

unreal content, 255

goal prompts, 50–53, 55–56

GPT-4 Turbo, 7–8

H
hallucinations, 36, 57

@hotmail.com email addresses, 26

I
ideas, generating, 311–312

image generation, boosts for, 8

image prompting, 95–96, 110–112

Copilot Pro on the web, 126

elements, 95

images. See also prompts to generate images

adding from photo gallery, 162–164

adding to slides, 316–320

applying square format, 123

copying, 120–121

downloading, 120–121

editing, 122–125

generating, 118–125, 147, 168–172, 176

generating with Designer, 318–320

resizing, 123–124

sharing, 120–121, 171

using camera with, 159–162

Insert below button, Copilot in Word, 268

insights, requesting in Excel, 207

Inspire me option, 263

iOS devices, accessing Copilot Pro on, 19

L
labels or tags, using, 71

landscape format, applying to images, 170

Like icon, 108

LinkedIn style post, 59

links, using with plug-ins, 166–167

listing pros and cons, 364

@live.com email addresses, 26

LLMs (large language models), 3, 34, 57

Looks good button, 122

M
Message ribbon, Copilot in Outlook, 216, 218

microphone prompt, Copilot Pro on the web, 103

Microsoft, providing feedback to, 31–32, 34

Microsoft 365 applications, 8, 22–24, 34

Microsoft 365 Copilot, 9

mobile devices, accessing Copilot Pro on, 18–19, 
33–34. See also Copilot mobile app

moving Copilot pane, 28–30, 180

@msn.com email addresses, 26

multiple options, asking for, 90
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