The Complete Guide

How to Use Microsoft Copilot
For Everyday Users

A practical guide to getting the best performance and the most accurate results
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1. What Is Microsoft Copilot?

Microsoft Copilot is Microsoft's Al assistant, built into the tools many people already use every
day Windows, Word, Excel, PowerPoint, Outlook, and Teams. It can chat with you like a general
Al assistant, and it can also work directly inside your documents, spreadsheets, emails, and
meetings.

Copilot's biggest advantage is context: when connected to your work account, it can read and act
on your own emails, files, and meetings with the same permissions you already have rather than
starting from a blank page every time.

What Makes Copilot Different

« Built directly into Word, Excel, PowerPoint, Outlook, and Teams.

« Can connect to your organization'’s own data through Microsoft Graph, with existing
permissions respected.

+ Available system-wide on Windows, including a taskbar and browser sidebar experience.
» On "Copilot+ PCs," some features run directly on the device's chip rather than the cloud.

2. Getting Started

1. Go to copilot.microsoft.com, use the Copilot app on Windows, or open Copilot inside an
Office app.

. Sign in with a Microsoft account (a work or school account unlocks deeper integration).
. Type your question or task in plain language into the chat box.
. Review the response, then ask follow-up questions to refine it.

. Inside Office apps, look for the Copilot icon in the ribbon to use it directly on the open
document.
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Where You Can Use Copilot

 Copilot.microsoft.com and the Copilot mobile app free general Al chat.

« Windows taskbar and browser sidebar quick access system-wide.
Word, Excel, PowerPoint, Outlook, Teams built into the ribbon of each app.
Copilot Studio for building custom Al agents for specific business tasks.

3. Understanding the Copilot Plans

Copilot's plans mainly differ in whether they include the full Microsoft 365 apps and how deeply
Copilot connects to your own work data.

Copilot (Free)

Free general Al chat at copilot.microsoft.com and in the Windows taskbar, with web search and
limited image generation. It does not include Al features inside the desktop Office apps.



Microsoft 365 Personal / Family with Copilot

Consumer Microsoft 365 subscriptions that add Copilot features inside Word, Excel, PowerPoint,
Outlook, and OneNote, alongside the full Office apps and cloud storage.

Microsoft 365 Copilot (Business/Enterprise)

The full business tier, adding Copilot to Teams as well as Word, Excel, PowerPoint, and Outlook,
with grounding in your organization's own emails, files, and meetings through Microsoft Graph
plus advanced reasoning agents for research and analysis.

Tip: Use the free version to try Copilot's general chat abilities. Move to a Microsoft 365 plan once
you want it working directly inside your documents, spreadsheets, and inbox.

4. How Copilot Actually Works (In Simple Terms)

Copilot generates its answers by predicting the most useful response based on your message, any
documents or data it's connected to, and for business plans the emails, files, and meetings you
already have permission to see through Microsoft Graph.

This explains two important things:

 Copilot performs best when it's connected to real context an open document, a specific email
thread, or a linked file rather than a vague description.

« Like any Al assistant, it can still get specific facts wrong, especially on topics outside your
own data, unless it searches the web or you supply the source material directly.

Key ldea

Treat Copilot like a assistant who already has access to your calendar, inbox, and files (with
permission) give it a clear task and point it at the right document, and always check the result
before sending or publishing it.

5. The Golden Rules of Prompting

Rule 1: Be Specific
Vague requests produce vague answers. State exactly what outcome you want and for whom.

Rule 2: Point It at the Right Document

When working inside Word, Excel, or PowerPoint, make sure the correct file or slide is open
Copilot works from what's in front of it.

Rule 3: State the Format You Want
Ask directly for a table, a short summary, a formal email, or a specific slide layout.

Rule 4: Split Big Tasks into Steps



Ask for one section, slide, or part of a spreadsheet at a time rather than an entire deliverable in one
message.

Rule 5: Review, Then Refine

Treat the first result as a draft ask Copilot to adjust tone, structure, or accuracy until it fits.

6. How to Structure a Great Prompt

A strong Copilot prompt usually includes four parts:
6. Goal what you're trying to achieve.
7. Context which document, email, or data it should use.
8. Format how you want the result presented.
9. Constraints length, tone, audience, or things to avoid.

Example: Weak vs Strong Prompt

Weak: "Make this presentation better."

Strong: "Rewrite slides 3 to 5 of this presentation to be more concise, using bullet points
instead of paragraphs, for a client-facing audience."

The second version tells Copilot exactly which slides, what change to make, and who the audience
is producing a far more usable result.

7. Getting the Most Accurate Results

Ground It in Your Own Data

For business plans, reference a specific file, email, or meeting by name rather than describing it
Copilot performs far more accurately when grounded in the real source.

Ask It to Search the Web When Needed

"Search the web for the latest information on this before answering."

Use Reasoning Agents for Complex Analysis

For deeper research or data analysis tasks, use Copilot's dedicated reasoning agents rather than a
single quick chat question.

Ask for the Reasoning

"Explain how you reached this conclusion before giving me the final answer."

Verify Anything Important



For legal, financial, or high-stakes business decisions, treat Copilot's answer as a strong starting
point and confirm it with a qualified professional or the original source document.

8. Avoiding and Catching Mistakes

Copilot can occasionally produce a confident but inaccurate answer, particularly when it lacks the
right document or context. A few habits help:

+ Always point Copilot at the specific document, email, or data it should use.

+ Ask it to flag anything it isn't confident about, rather than guessing.

 For anything time-sensitive, ask it to check current web sources.

« Independently verify important numbers, names, and dates before relying on them.

« If agenerated formula, chart, or summary looks off, ask Copilot to double-check its own work.

"Before answering, tell me clearly if you're missing any information needed to be accurate."

9. Using Copilot for Common Everyday Tasks

Email

"Draft a reply to this email declining the meeting time and suggesting two alternatives."

Meetings

"Summarize this Teams meeting into key decisions and action items with owners."

Documents

"Summarize this report into a one-page executive brief."

Spreadsheets

"Explain the trends in this data and build a chart showing the top 5 categories."

Presentations

"Turn this document into a 6-slide presentation with a title slide and speaker notes."

General Research



"Explain [topic] simply, then give me three follow-up questions to explore further."

10. Copilot Inside Word, Excel, PowerPoint, and Outlook

Word

Ask Copilot to draft, rewrite, summarize, or restructure a document directly in place, using Agent
Mode for multi-step editing tasks across a longer document.

Excel

Ask Copilot to explain formulas, clean up messy data, build charts, or identify trends Agent Mode
can carry out a multi-step spreadsheet task from a single instruction.

PowerPoint

Ask Copilot to build a first draft of a deck from a document, redesign a slide, or condense a long
presentation into a shorter one.

Outlook

Ask Copilot to draft replies, summarize long email threads, or prioritize your inbox around what
needs attention first.

11. Key Features to Know About

» Microsoft Graph grounding lets Copilot use your own emails, files, and meetings, respecting
existing permissions.

» Agent Mode carries out multi-step tasks in Word and Excel from a single instruction.

» Reasoning agents (business plans) dedicated modes for research, analysis, and facilitation-
style tasks.

» Web search lets Copilot check current information beyond your own files.

« Copilot+ PC features certain Al features run on-device for speed and privacy on supported
hardware.

« Copilot Studio lets organizations build custom Al agents for specific workflows.

12. Do's and Don'ts Checklist

Do

* Point Copilot at the specific document, email, or data it should use.
 Be specific about your goal, audience, and format.

« Use Agent Mode for multi-step document or spreadsheet tasks.

» Ask follow-up questions to refine the result.

 Break large deliverables into smaller steps.

Don't

» Assume the first draft is ready to send review and refine it.
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« Ask for an entire report or deck in one vague request.
« Skip verification on financial, legal, or client-facing material.
« Forget to check which document or account Copilot is currently connected to.

13. Troubleshooting Common Problems

""Copilot doesn't see my files or emails."

Make sure you're signed in with the correct work or school account, and that your files are stored
in OneDrive or SharePoint as required.

""The answer is too generic.”

Add more specific detail the exact document, audience, tone, and format you want.

"It's not available in my app."

Confirm your plan includes Copilot for that specific app free and personal plans have narrower
coverage than business plans.

"The information seems outdated.""

Ask Copilot to search the web for the latest information before answering.

"I'm not sure who can see this response.**

On business plans, Copilot only shows data you already have permission to access check your
organization's sharing settings if something seems missing or unexpected.

14. Conclusion

Microsoft Copilot's biggest strength is how deeply it's woven into the tools people already use for
work documents, spreadsheets, slides, email, and meetings. Used well, it can turn hours of manual
drafting and summarizing into a few clear instructions.

Use this guide as a reference to prompt it clearly, ground it in the right documents, and always
review anything important before it goes out the door.
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