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Part 1: Get started with Copilot Pro

1 Introduction to Copilot Pro

Get started with Copilot Pro

Compare Copilot Pro with other Microsoft Copilot versions

Sign up for a Copilot Pro license

Access Copilot Pro on the web, on mobile devices, and in Windows

Access Copilot Pro on the web

Access Copilot Pro in Edge
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Access Copilot Pro in Bing

Access Copilot Pro on mobile devices

Access Copilot Pro in Windows

Use Copilot Pro in Microsoft 365 applications

Copilot in Excel

Copilot in Outlook

Copilot in Word

Copilot in PowerPoint

Copilot in OneNote

Moving and resizing the Copilot pane in the desktop apps

Resizing the Copilot pane in the web apps

Provide feedback to Microsoft

Skills review

Practice tasks

2 Writing effective prompts for Copilot

Understand prompts and responses

How generative AI works

The best use cases for Copilot

Prompting in the web experience vs app experience

Discover and use suggested prompts with Copilot Lab

Copilot Lab on the web

Copilot Lab from the app experiences

Use the elements of effective prompts

Goal

Context

Source

Expectations

Iterate and refine

Additional tips to improve prompting

Write prompts to generate images

Write a caption to generate an image

Describe the background of your image
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Refining and iterating your prompt

Use adjectives to describe the emotion or aesthetic

Describe specific artistic or photographic styles

Ask Copilot to help you with image prompting

Use more advanced prompting techniques

Personas

Ask for multiple options

Providing examples

Brainstorming and problem solving

Skills review

Practice tasks

Part 2: Use Copilot Pro on the web and the mobile app

3 Copilot on the Web

Get started with Copilot Pro on the web

Chat with Copilot

Prompts and responses

Edit or search based on your prompt

Work with the Copilot response

Generate code

Add an image to your prompt

Manage your chat history

Choose a conversation style

Generate images

Copy, share, and download your image

Edit your image in Copilot

Add an image to your prompt to generate an image

Use plug-ins

Generating a song using the Suno plug-in

Use the Notebook

Use the Copilot in Edge sidebar

Chat with website content

Add a screenshot to your prompt
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Chat with a PDF document

Chat with a YouTube video

Use the Compose feature to draft content

Skills review

Practice tasks

4 Copilot mobile app

Get started with the Copilot mobile app

Sign in to the Copilot mobile application

Navigate the Copilot mobile application

Chat and search on the go

Chat with Copilot using voice

Work with the Copilot response

Use your camera to add an image to the prompt

Add an image from your photo library to your prompt

Use Plug-ins

Generate images

Write content

Skills review
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Part 3: Use Copilot Pro in Microsoft 365 applications

5 Copilot in Excel

Get started with Copilot in Excel

Highlight, sort, and filter your data

Highlight with conditional formatting

Sort your data

Filter your data

Generate formula columns

Understand your data
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6 Copilot in Outlook
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Get started with Copilot in Outlook

Draft an email

Use Copilot to draft a new email

Use Copilot to draft a reply to an email

Summarize an email thread

Improve your emails with Coaching by Copilot

Use Copilot in the Outlook mobile app

Draft a new email with Copilot in the Outlook mobile app

Use Summary by Copilot in the Outlook mobile app

Use Coaching by Copilot in the Outlook mobile app

Skills review

Practice tasks

7 Copilot in Word

Start Copilot in Word

Create a draft of your document

Draft content using a prompt

Write a simple prompt

Draft creative content

Draft additional content in an existing document

Draft additional content in an existing document

Draft ideas based on the existing document

Draft additional content without using a prompt

Rewrite Content

Ask Copilot to rewrite content using a prompt

Automatically generate alternative drafts without a prompt

Transform content into a table

Visualize your content in table format

Chat with Copilot

Summarize your document

Finding all references in the document

Ask Copilot questions

Using prompt suggestions and Copilot Lab
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Skills review

Practice tasks

8 Copilot in PowerPoint

Start Copilot in PowerPoint

Create presentations

Create a presentation using the Narrative Builder

Create a presentation using the Copilot chat pane

Create a presentation from a document 

Writing effective prompts for Copilot in PowerPoint

Edit and organize presentations

Using prompts to add slides to your presentation

Using Designer to change slide designs

Using Copilot to add images to your slides

Using Copilot to organize your presentation

Understand presentation content

Using Copilot to summarize your presentation

Using Copilot to ask questions about your presentation

Using Copilot to find key information in your presentation

Using Copilot to answer general questions

Skills review

Practice tasks

9 Copilot in OneNote

Start Copilot in OneNote

Create new notes

Write a prompt to create new notes or pages

Working with the web content plug-in

Continue the chat to create more notes

Change to a different topic to create new notes

Use suggested prompts and Copilot Lab

Rewrite notes

Automatically rewrite your notes

Rewrite your notes using a prompt with details

https://www.pearson.de/9780135369494


Table of Contents

Create to-do lists, tasks, and plans

Create to-do lists and tasks

Draft a plan

Chat with Copilot to understand your notes

Summarize your notes

Generate a list of pros and cons

Chat with Copilot to answer questions about your notes

Skills review

Practice tasks
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