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Before we start

This training is for Microsoft users.

We assume you already have a paid Microsoft 365 subscription.

If not, you can follow along to learn what’s possible.



Poll



Have you used AI in Microsoft products?

A. Yes, in Word.
B. Yes, in Excel.
C. Yes, in PowerPoint.
D. Yes, in Edge.
E. Yes, in other Microsoft products (share in 

chat).
F. No, I haven’t tried AI in Microsoft products yet.



What we’ll cover

Intro to Copilot in Microsoft (cost, opt out, productivity, 
agentic AI)

How to use Copilot in Word (proofreading, developing ideas, 
summarization, text extraction, the prompt library)

How to use Copilot in Excel (QA, Glossaries)

How to use Copilot in Powerpoint (create presentations, 
summarization, text extraction, named entity extraction)

Q&A



🤖 Copilot in 
Microsoft products





History of Microsoft Assistants  

● Clippit (Microsoft Office 97 - 2004) (*Full phase-out 2007)
● Cortana (2009 - 2019) (*Full phase-out 2023)
● Copilot (2023 - present)

○ Bing Chat (2023)
○ Copilot Key (Windows keyboards, since 2024)
○ Built on OpenAI software (company behind ChatGPT)
○ January 2025 – Added to Personal + Family 

subscriptions

https://www.microsoft.com/en-us/microsoft-365/blog/2025/01/16/copilot-is-now-included-in-microsoft-365-personal-and-family/?utm_source=chatgpt.com
https://www.microsoft.com/en-us/microsoft-365/blog/2025/01/16/copilot-is-now-included-in-microsoft-365-personal-and-family/?utm_source=chatgpt.com


Copilot languages (May 15, 2025)



What about 
confidentiality? 🤫



Confidentiality in Microsoft 365

User Interaction Data

Stores user prompts and Copilot responses, 
including citations.

Data is encrypted and retained per organizational 
policies.

Users can manage and delete their Copilot activity 
history.



Confidentiality in Microsoft 365



Protecting Confidentiality in the AI Era (FREE training)

https://tfw.rocks/confidentiality
https://tfw.rocks/confidentiality


Cost

● Included in Microsoft 365 Personal ($99.99/year)
● NOT included in Microsoft 365 Personal/Classic ($69.99/year)
● 60 credits/month free with Microsoft 365 Personal/Family
● Unlimited credits in Copilot Pro ($20/user/month)
● Credits reset on the first day of the month
● Unused credits do not roll over
● Microsoft 365 Family credits only for subscription owner

https://www.microsoft.com/en-us/store/b/copilotpro


You’re automatically opted in...



How to opt out



Copilot in Edge – Covered in this blog post

https://tfw.rocks/11Ways


⚠ Disclaimers



AI can hallucinate. 🤥

Use your HUMAN brain! 🧠
Do a sanity check.  😉



😢 We cannot 
troubleshoot 
connection or 
licensing issues 
during the webinar.



✍ Copilot in Word



Copilot integration in Word



How to use the AI assistant (side panel)



How to use the AI assistant (side panel)



Internal document links



AI isn’t perfect!



How to use the AI assistant (floating icon)



How to use the AI assistant (floating icon)



Copilot in Word – Credit usage



Copilot in Word – Built-in prompt library



Copilot in Word – Proofreading and polishing





Copilot in Word – Fleshing out ideas



Copilot in Word – Summarization



Copilot in Word – Text extraction



Test out Copilot 
features in Word

http://www.youtube.com/watch?v=UIrLyE7iz50


“Agentic” AI

● Agentic AI refers to AI systems that can make decisions and 
take actions on behalf of a user without needing constant 
input. Unlike traditional tools, these systems have autonomy 
and can pursue goals based on user-defined objectives.

● Examples
○ Automating multi-step workflows with a single instruction
○ A smart assistant that doesn’t need much input



📊 Copilot in Excel



Copilot in Excel – AutoSave is required



Copilot in Excel – Hallucination alert!



Copilot in Excel – QA (check and highlight blank cells)



Copilot in Excel – Use AI for help coming up with formulas



Copilot suggests QA formulas



Copilot in Excel – QA (check for missing translation/punctuation/length mismatch)



Copilot in Excel – Balance is used even if Copilot can’t help



Copilot in Excel – The Translate formula



Get Copilot to help 
with glossaries



Copilot in Excel – Clean up glossaries (removing periods from definitions)



Copilot in Excel – Add definitions to glossaries? Not ready for this yet



Copilot in Excel – Don’t use it for all Help queries



Test out Copilot features 
in Excel

http://www.youtube.com/watch?v=UIrLyE7iz50


📽 Copilot in 
Powerpoint



Copilot in Powerpoint – Create a presentation from an idea



Copilot in Powerpoint – Create a presentation from an idea



AI can hallucinate 💭
(a bit less when we give it documents 📚)



Use your HUMAN brain! 🧠
Do a sanity check.  😉



The better option...

🤓 Terminology 
extraction from 
actual documents



Copilot in Powerpoint – Term extraction



Copilot in PowerPoint – Timeline of key dates



Copilot in PowerPoint – Named entities



Copilot in Powerpoint – Summarization



Test Copilot in 
Powerpoint

http://www.youtube.com/watch?v=UIrLyE7iz50


Microsoft is 
integrating AI across 
all its products... 🧰



Copilot app



Paint



Clipchamp (video editor)



Windows Search



Privacy Concerns: Microsoft's Recall feature captures 
periodic screenshots to aid user recall

Security Vulnerabilities: Early versions of Recall stored data 
in unencrypted formats

Adjustments Implemented: Microsoft made Recall an 
opt-in feature, introduced encryption, and required 
biometric authentication to enhance user data protection. 

Gradual Rollout: After revisions, Recall began a phased 
release to Copilot+ PCs.

The “Recall” snafu

https://www.thesun.co.uk/tech/28742201/microsoft-copilot-ai-screenshots-everything-warning/?utm_source=chatgpt.com


Recall and Snapshot Settings



Questions?



What’s next?

May 19, 5 PM CEST – Learning Styles Live Workshop

June 6 - 8 – AI in Interpreting Summit

June 20 (TBC) – Quarterly Planning Session (for 
insiders)

June 25, 6 PM CEST: Intro to SEO for small business 
(guest training for insiders members)

June 30 - July 2 – AI in Interpreting Bootcamp









Say hi on social!

Say hi on social!

We’re @techforword on...

● X/Twitter, 
● Facebook
● Instagram
● LinkedIn
● YouTube

https://twitter.com/techforword
https://www.facebook.com/techforword
https://www.instagram.com/techforword
https://www.linkedin.com/company/techforword/
http://youtube.com/techforword




Thank you!
www.techforword.com


