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Overview of Copilot

• Free Copilot vs Paid Copilot 
(this session will show paid 
features)
• How to access Copilot in 

various M365 apps and the 
web

https://www.microsoft.com/en-us/microsoft-
365/blog/2023/03/16/introducing-microsoft-365-copilot-
a-whole-new-way-to-work/
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Copilot 
in Word

• Convert bullets to a table
• Rewrite paragraphs
• Summarize documents
• Ask questions about your file



Copilot
in PowerPoint

• Create a presentation 
from a Word document.
• Using OneDrive 

with Word to PPT
• Create a presentation 

from scratch



Copilot 
in Excel

• Add formulas
• Ask questions
• PivotTables and PivotCharts
• Sort and Filter
• Highlight
• OneDrive



Copilot
in Teams

• Late to a meeting, 
find out what you missed.
• Recap meetings
• Summarize Chats



Copilot 
in Outlook

• Draft an email
• Summary by Copilot


