Microsoft 365 Copilot Lunch-and-Learn: Effective Prompting & Quality Assurance
Session Overview and Objectives
· Audience: City staff managers (limited to moderate experience with generative AI). This 60-minute lunch-and-learn introduces Microsoft 365 Copilot and focuses on two key questions: (1) How to craft effective prompts for Copilot, and (2) How to ensure the quality of Copilot’s outputs.
· Objective: Equip participants with practical prompting strategies and simple quality-check techniques, using familiar Microsoft 365 apps (Word, Excel, Outlook, Teams). Emphasis is on accessible, non-technical guidance relevant to city government scenarios.
By the end of the session, managers will understand how good prompts and validation go hand-in-hand – Copilot is a “co-pilot” that works best with user guidance and oversight. The session includes a short presentation, live demos with hands-on prompt practice, a one-page takeaway handout, and time for Q&A.
Presentation Outline (Slide-by-Slide)
1. Introduction (5 min)
- Welcome & Session Goals: Introduce Microsoft 365 Copilot as an AI assistant integrated across Word, Excel, Outlook, Teams, etc. It helps draft documents and emails, summarize information, analyze data, and more. Emphasize improved efficiency for government tasks (budgeting, meeting prep, communications).
- What is Generative AI? Briefly explain Copilot uses a Large Language Model (LLM) to predict and generate text based on prompts (user instructions). It can create content, summarize or analyze data, answer questions, and edit or transform existing text.
- Important Mindset: Copilot is a drafting assistant, not an autopilot. You remain in control. It can do the heavy lifting (first drafts, ideas, summaries), but your guidance and judgment are crucial.
2. Copilot in Action – City Scenario Examples (5 min)
- Example Use Cases: Highlight relatable scenarios in city operations: - Meeting Assistant: Copilot in Teams can recap meetings, list questions asked, and summarize decisions.
- Email and Documents: In Outlook, Copilot can draft emails or summarize long threads. In Word, it can generate or refine a policy document draft or summarize a lengthy report.
- Data Analysis: In Excel, Copilot can analyze a budget spreadsheet, create charts, or highlight trends with natural language prompts.
- Brainstorming & Content Creation: Copilot can generate ideas or first drafts – e.g. a community outreach plan, a press release, or a project proposal – all based on simple prompts.
- Note: These tasks are performed “in the flow of work” within M365 apps, using your organization’s data securely (Copilot can reference your files, emails, calendars, etc., to give grounded results)[1].
3. Key Question 1 – Crafting Effective Prompts (15 min)
Transition: “Let’s tackle our first question: How do I craft an effective prompt for Copilot? Good results start with how you ask.”
· What is a Prompt? – A prompt is simply the instruction or question you give Copilot describing what you want. Think of it as talking to an assistant: clear, plain language with enough detail to guide the task. Prompts can have up to four parts: Goal, Context, Expectations, and Source.
· Goal: What you want Copilot to do (e.g. “Draft an email inviting department heads to a workshop”).
· Context: Any background or specifics (e.g. “Our audience is all Parks Department managers. The workshop is on new budgeting software.”).
· Expectations: The desired format, tone, length, style, or details to include (e.g. “Make it one paragraph, friendly and encouraging in tone, and include the date and location.”).
· Source: If applicable, reference particular data or documents to ground the answer (e.g. “Based on the attached project plan” or “using the Q3 budget Excel file”). Copilot can be directed to use specific files/email threads by mentioning them or using the / file attachment prompt[1]. Only a clear goal is required, but adding context and specifics usually improves the output.
· Prompting Best Practices: (“Do’s” for great prompts)
· Be Specific and Clear: Provide details about what you need. For example, instead of “Write a report about our project,” say “Draft a one-page summary report on Project Green (city park renewal), highlighting this year’s milestones, challenges, and next steps, in a formal tone.” The more precise prompt yields a richer, more concise draft. Including key points (like topics to focus on, audience, tone) guides Copilot to better results. Copilot is limited to what you tell it in the prompt and the context you provide, so set it up for success.
· Structure Matters: If your prompt has multiple parts, the order can influence the output. Copilot tends to emphasize later parts of the prompt. Tip: mention any file names or specific sources at the end of the prompt, after describing the task and context. This ensures Copilot uses the provided context before drawing on the source.
· Use Positive Instructions: Phrase prompts as what to do, rather than what not to do. For instance, “Use a professional tone,” is better than “Don’t be too casual.” Copilot responds more effectively to clear positive direction. You can also use conditional “if-then” guidance for complex tasks (e.g. “If the summary is over 200 words, then shorten it to a single paragraph.”).
· Mind Your Language: Write prompts in plain, correct language. Good grammar, punctuation, and polite wording help Copilot understand you accurately. For example, “Please draft a policy memo…” can yield a more refined tone than a terse command. Treat it like an email to a colleague – professionalism in the prompt often reflects in the output.
· Leverage Examples and Format Cues: If you have a preferred format, tell Copilot! For instance: “List three options as bullet points with a brief rationale for each.” If you need a particular wording included or modified, put it in quotes – e.g., “In the introduction, use the phrase 'Effective Governance' exactly.” Quotation marks signal Copilot to treat that text literally or to focus on it.
· Iterate and Refine: Remind participants that it’s normal to refine prompts through back-and-forth. Often the first response is a draft to build on. If the output isn’t what you wanted, re-prompt with more detail or clarify in a follow-up query. Example: “Actually, make it more concise and add a closing sentence about next steps.” Copilot remembers the context in the ongoing chat, so you can tweak your request rather than starting over. Encourage an iterative mindset – this is a conversation, not a one-shot deal.
· Bad vs. Good Prompt – Quick Demo: (Here the presenter will show a quick comparison to illustrate the above tips.)
· Poor Prompt: “Write a newsletter about city construction.” (Result: very generic, possibly inaccurate or not useful.)
· Improved Prompt: “Draft a two-paragraph newsletter update for residents about the Main Street construction project, including progress made in the last month (e.g. road resurfacing completion) and upcoming traffic impacts. Use a courteous and informative tone.”
· Outcome: The improved prompt yields a detailed, relevant draft with the key info in a proper tone – requiring fewer edits. This highlights how adding context (specific project, what to include) and expectations (length, tone) leads to better content. Participants are encouraged to always think: “What background does Copilot need to know, and what exactly do I want to see in the answer?”
4. Key Question 2 – Ensuring Quality of Copilot’s Outputs (15 min)
Transition: “Now that we can get Copilot to produce a draft, our second big question: How do I ensure the information Copilot generates is good quality? Let’s talk about validating and reviewing Copilot’s output.”
· Copilot’s Limitations & “Hallucinations”: Explain that Copilot’s replies are not guaranteed to be 100% correct. Copilot uses probability to generate text, which means sometimes it may confidently produce incorrect or made-up information – what AI developers call hallucinations. Studies show 3–10% of AI outputs can include errors or fabrications, especially if the prompt was ambiguous or the topic is outside its training[2]. In other words, if Copilot isn’t given clear, grounded context, it might fill in blanks with its best guess – which could be wrong.
· Example: If asked “Summarize the Jones Report” without the report in context, Copilot might produce a plausible-sounding summary that doesn’t actually match the report. This is why clear prompts and user verification are essential.
· Always Review and Verify: Emphasize as a rule: Never use Copilot output blindly. Review every Copilot-generated draft critically. Check facts, figures, and names against trusted sources or your own knowledge. If Copilot cites data from a document, open that document to confirm. Managers should treat Copilot’s work as a first draft that you must fact-check and edit. Microsoft itself advises: “Copilot generates a draft. You’ll need to verify and modify details to make sure it’s accurate and fits your tone and style.”[3]. In practice, this means:
· Fact-Check Important Details: For any critical data (dates, statistics, policy references), cross-verify with your records or sources. E.g. if Copilot’s email draft says “The event is on July 15,” double-check that date. If uncertain, ask Copilot follow-up questions like “Which document did you get that date from?” or simply verify manually.
· Look for Inconsistencies or Gaps: Does the output omit something important you expected? AI might skip nuanced details. Ensure the response aligns with the prompt requirements and includes all key points (if not, prompt again with the missing piece).
· Assess Tone and Style: Make sure the draft’s tone suits your audience. City communications often need a balance of professional and friendly tone. If Copilot’s output is too stiff or too casual, you can ask it to adjust (e.g. “Make the tone more formal.”) or edit the text yourself. Copilot’s “Coaching” features in some apps (like Outlook’s email coach) can also suggest tone improvements or point out if the text might be misinterpreted. Ultimately, you are the editor – ensure the voice and style match your intent.
· Use “Co-piloting” Judgment: Remind that Copilot is a co-author. Just as you would review a human assistant’s draft, do the same here. Is the information logically sound? Does it actually answer the question or fulfill the task? If something looks too surprising or too polished to be true, double-check it. When in doubt, regenerate the response or break the task into smaller prompts to see if the answers align.
· Identifying AI Hallucinations: Provide practical tips for spotting when Copilot might be making things up:
· Unfamiliar “Facts”: If the output includes a fact or quote you don’t recognize (e.g. a statistic or a statement that wasn’t in your provided materials), be skeptical. Copilot might be pulling in plausible but incorrect info from its general training. Always confirm such details from official sources.
· Overly Specific Details: Sometimes a hallucinated answer includes very specific names, dates, or numbers that you never provided. That’s a red flag – verify those specifics.
· Check Source Context: If Copilot summarized a document, open the original to ensure the summary matches. If it didn’t have access to the document, any detailed summary is likely suspect.
· Responsible Fact-Checking Tools: Mention that Microsoft 365 and Bing have fact-checking features (e.g. Bing’s AI can cite sources). Within Copilot, however, the onus is on the user to verify. Encourage managers to use reliable external sources or internal data to confirm Copilot’s content when needed.
· Maintaining Data Security and Privacy: Part of quality assurance is responsible use. Advise on safe practices:
· Confidential Info: Do not input highly sensitive personal or confidential city data into Copilot beyond what’s allowed by your IT policies. (Copilot in M365 is designed to respect organizational data boundaries[4], but users should still be mindful of data sensitivity in prompts).
· Appropriate Use: Ensure Copilot is used for legitimate work tasks and that outputs are reviewed for compliance. For example, if drafting a public notice, verify it meets the city’s communication guidelines and doesn’t inadvertently disclose something it shouldn’t.
· Bias and Tone Checks: AI can sometimes produce content with unintended bias or an off-tone. Review outputs for inclusivity and professionalism. If something seems off (e.g. language that might be culturally insensitive or overly negative), correct it and provide feedback to Copilot (by rephrasing the prompt or simply not using that part of the draft).
· User Responsibility: Make it clear that the user remains responsible for any document or email sent out. Using Copilot doesn’t shift accountability. If an AI-generated email contains an error, it’s still on the sender – hence the need for due diligence. Copilot is a tool to assist, but final decisions come from the human user.
5. Live Demo Scenarios & Hands-on Prompt Exercises (15 min)
(This section of the session is interactive. The presenter will demonstrate a few scenarios using Copilot live, then allow participants to try or suggest improvements. Each demo highlights good vs. poor prompts and how to refine them.)
· Demo 1: Summarizing a Council Report (Word or Teams) – Scenario: “Imagine you have a lengthy City Council meeting transcript or a 10-page report on city housing plans.”
· Poor Prompt: “Summarize this document.” (Too vague – Copilot might produce a generic or incomplete summary.)
· Improved Prompt: “Summarize the key decisions and action items from the April 5 City Council meeting transcript (about downtown housing plans) in one page. Highlight any deadlines or budget impacts mentioned. Use neutral, report-style language suitable for an internal memo.”
· Result: The refined prompt yields a focused summary that notes, for example, “Council approved increasing the housing budget by 10% to support the Downtown Apartments project, with a completion deadline of Q4 2026, and requested quarterly progress reports.” We show how including specifics (meeting date, topic, what details to extract) ensures the summary is relevant.
· Validation: We then quickly check one fact from the summary (e.g. budget increase) against the source transcript to demonstrate verification in action. If Copilot missed something or added an error, we’d catch it here and correct the prompt or output.
· Demo 2: Drafting an Email to Residents (Outlook) – Scenario: “You need to notify residents about an upcoming road closure for a city event.”
· Poor Prompt: “Write an email about the upcoming road closure.” (Likely output: a very basic email that might lack important specifics like when/where, or might sound too generic.)
· Improved Prompt: “Draft a friendly, informative email to local residents about the Main Street closure next Saturday for the City Marathon. Include the date/time of the closure (July 9, 6am-3pm), the reason (annual marathon), and suggested alternate routes (2-3 options). Close with an apology for inconvenience and a positive note about community spirit.”
· Result: Copilot generates a well-structured email: “Dear residents, On Saturday, July 9 from 6:00 AM to 3:00 PM, Main Street will be closed for our annual City Marathon… [it goes on to list detour routes and express appreciation for understanding].” Participants see that the detailed prompt covered what info to include and the desired tone.
· Review & Refine: Together, we’ll review the draft: Is the tone appropriately friendly yet official? (Copilot might nail it, but if not, we can ask: “Make the tone more formal” or edit words.) Check that all details are correct (we ensure the date and times match the real event). This demo reinforces prompt completeness and output checking.
· Hands-on aspect: If time allows, ask attendees how they might further refine the prompt or if there’s anything they’d add to the email. For instance, someone might suggest adding “mention where to find more information (city website).” We can tweak the prompt to include that and regenerate, showing iterative improvement.
· Demo 3: Analyzing Budget Data in Excel – Scenario: “You have a spreadsheet of the city’s departmental expenditures vs. budget for the quarter.”
· Poor Prompt: “Analyze this data.” (Copilot may not know what analysis you want – it could give a very surface response or get confused.)
· Improved Prompt: “In this Excel table of Q1 department budgets vs actual spending, identify which departments are under budget and by how much, and suggest one possible reason for any major underspend.”
· Result: Using Copilot in Excel, we show how it can quickly generate an analysis: e.g., “Copilot outputs a list: Parks Dept – $50k under budget (reason: perhaps project delays); Transportation – on budget; Utilities – $30k under (possibly due to mild winter reducing maintenance costs)…” etc. The improved prompt directed Copilot to specific insights (under-budget departments and reasons).
· Discussion: We highlight that Copilot suggested reasons (which may or may not be accurate). This is a chance to discuss hallucination vs. grounded data – the spending figures are from the sheet (grounded), but the “possible reasons” are guesses. We stress one should verify or replace those guesses with real explanations. For example, if we have knowledge of a hiring freeze in Parks Dept, that’s the real reason for underspend – we can edit the text accordingly. The key lesson: Copilot can crunch numbers and draft an analysis quickly, but humans validate the reasoning.
· Interactive part: Ask participants what other questions they might ask Copilot on this data (e.g., “Show a chart of Budget vs Actual by department” or “Which department exceeded its budget?”). Possibly demonstrate one of their suggestions live to build confidence in exploring Copilot’s capabilities.
· Other Quick Scenarios (time permitting):
· Using Copilot in PowerPoint: e.g., “Create a 5-slide outline for a presentation on the new city recycling program, with an introduction, 3 key points (benefits, how it works, community impact), and a conclusion.” Copilot can draft slide outlines in seconds. We’d show the outline and note it might save time on structure, but you’d still flesh it out and polish the wording/design.
· Using Copilot for Brainstorming: e.g., “List 5 creative ideas to engage volunteers for the city park clean-up day.” This highlights that Copilot is not only for formal writing, but also a creativity aid. Again, remind that all ideas are suggestions – a starting point for the team to evaluate.
6. Prompt Templates and Checklist (10 min)
- Prompt Templates by Task: Provide a categorized list of example prompts that managers can use or adapt. These serve as a starting point for common city workplace scenarios:
· Summarizing & Reporting:
· “Summarize [document or email thread] in X sentences, focusing on [specific aspects].”
Example: “Summarize the 2025 Downtown Revitalization Plan (10-page document) in one paragraph, highlighting the main goals and any budget figures.”
· “What are the key takeaways from [document/meeting]?”
Example: “What are the key takeaways from the Public Works Q2 report regarding road maintenance?”
· “Create an executive summary of [report] for [audience].”
Example: “Create a brief executive summary of the Parks & Rec Annual Report for the City Council, in a neutral tone.”
· Email and Communication Drafts:
· “Draft an email to [recipient] about [topic], including [specific info]. Tone should be [friendly/professional].”
Example: “Draft an email to all city staff announcing the new remote work policy effective Jan 2026, including two key benefits (improved work-life balance, reduced commuting), in a positive tone.”
· “Write a press release about [event/announcement] covering [key points].”
Example: “Write a press release about the opening of the new City Library branch, covering the opening date, location, and a quote from the Mayor.”
· “Compose a reminder notice for [policy/deadline], urging [action].”
Example: “Compose a reminder notice for department heads about the budget submission deadline next Friday, urging them to submit their reports on time.”
· Brainstorming & Ideas:
· “Brainstorm X ideas for [task or problem].”
Example: “Brainstorm 5 ideas for improving attendance at our weekly farmers market.”
· “Provide a list of pros and cons for [option or idea].”
Example: “List the pros and cons of implementing a citywide four-day work week for staff.”
· “Give me some creative approaches to [goal].”
Example: “Give me 3 creative approaches to encourage recycling participation among residents.”
· Data Analysis & Excel:
· “Explain what this data set shows about [X].”
Example: “Explain what this Excel data shows about monthly water usage trends over the past year.”
· “Generate a chart/graph comparing [X and Y] from this data.”
Example: “Create a chart comparing each department’s budget vs actual spending from this table.”
· “Identify any outliers or unusual patterns in this data.”
Example: “Identify any outlier in the monthly crime statistics data and suggest what might explain it.”
· Meeting & Planning (Teams/OneNote):
· “Recap the meeting about [topic], including [decisions/action items].”
Example: “Recap the meeting about the new HR system implementation, including any decisions made and next steps assigned.”
· “What questions were asked during [meeting]?” (If meeting transcription is available).
· “Create a to-do list from this planning discussion.”
Example: “From this OneNote page (brainstorming notes), extract a to-do list of next steps for the community event.”
· “Draft an agenda for a meeting on [topic] covering [points].”
Example: “Draft an agenda for a 1-hour meeting on improving downtown traffic flow, including discussion of recent traffic study, public feedback, and proposed solutions.”
· Editing & Refining Existing Text:
· “Improve the following text to be more [formal/concise/clear].”
Example: (After pasting a rough draft paragraph) “Improve the above paragraph to be more concise and professional.”
· “Check this text for tone and clarity; suggest any changes.” – Copilot’s “coach” can review text for you, especially in Word or Outlook.
· “Rewrite the draft to emphasize [angle] and use a [tone] tone.”
Example: “Rewrite this announcement to emphasize the benefits to the community, and use an upbeat, motivational tone.”
· Prompt Checklist: Before hitting “Enter”, run through this mental checklist to make sure your prompt is set up for success:
· Goal Clear? – Am I explicitly stating what I want Copilot to do (summarize, draft a letter, analyze data, etc.)?
· Provided Context? – Did I give necessary background or specify which content to use (e.g. which file, which meeting, which project)? More context narrows Copilot’s focus.
· Specifics Included? – Have I mentioned important details or criteria (audience, tone, length, key points to include)? Vague prompts yield vague answers[2].
· Expected Format/Tone? – If I need the answer in a certain form (bullet list, email format, formal language), did I tell Copilot that?
· Positive Instruction? – Am I telling Copilot what to do (“use a formal tone, include X”) rather than just what to avoid?
· Avoiding Ambiguity? – Check for any ambiguous terms in the prompt that Copilot might misinterpret. If a term could mean multiple things, clarify it.
· Divide Complex Tasks: – If the request is long or multi-part, consider splitting it or using step-by-step prompts. Alternatively, ensure the prompt clearly lists the sub-tasks so Copilot doesn’t miss any.
· Final Read-Through: – Read your prompt as if you are Copilot: would you certainly know what’s being asked? A 30-second review can catch unclear phrasing before you send it.
(The one-page handout will contain these example prompts and the checklist as a quick reference, which we’ll distribute next.)
One-Page Handout Summary (Key Tips & Takeaways)
(A concise, printable cheat-sheet for participants – summarizing the session’s most important points on prompting and output review.)
Microsoft 365 Copilot – Quick Reference Guide (for City Staff Managers)
Effective Prompting Tips: (Crafting questions that get great results)
- 🎯 Be Specific about the Goal: Clearly state what you need (draft an email, summarize a report, brainstorm ideas, etc.). Include names, dates, topics to focus on.
- 📋 Provide Context: Add background details or reference a file/email if it will help. (E.g. “using the Q2 revenue report data” or “our audience is local businesses”).
- 💬 Set Expectations: Mention the desired format or tone if important. (E.g. “in 5 bullet points,” “write in a friendly tone,” “one-paragraph summary”).
- ➕ Include Key Points: If certain facts or sections must appear in the answer, say so in the prompt. Don’t assume Copilot knows what matters most – tell it.
- ✅ Use Positive Language: Instruct what to do (“Focus on X”) rather than negative commands (“don’t do Y”). Copilot follows affirmative instructions better.
- ✏️ Keep it Clear & Polite: Use plain language and correct grammar. Ambiguity confuses AI. A well-worded prompt leads to a better response.
- 🔄 Iterate if Needed: Not perfect on first try? Refine your prompt or ask follow-up questions. Copilot often improves with a bit of guidance and will remember the context of your corrections.
Common Prompt Patterns: (Quick formulas for common tasks)
- “Summarize [Document/Email] focusing on [XYZ].”
- “Draft a [email/memo/report] to [audience] about [topic], including [A, B, C details].”
- “Give me X ideas for [goal/challenge].”
- “What are the key points in [meeting/document] regarding [specific issue]?”
- “Create a [chart/table] showing [X vs Y] from this data.”
(See back for more examples by app – Word, Outlook, Excel, Teams.)
Quality Check – Verifying Copilot’s Output: (Your responsibilities after getting a draft)
- 🔎 Fact-Check Important Info: Cross-verify dates, figures, names, or any “facts” in the output. If Copilot cites something you didn’t provide, be cautious. Check against your data or ask an expert.
- 🔄 Regenerate or Ask Again: If something looks off or incomplete, try rephrasing your prompt or use Copilot’s “regenerate” option. Different attempts can produce different results – you might get a clearer answer on the second try.
- 🎭 Tone & Clarity Review: Read the draft and ensure the tone is appropriate (e.g. professional vs casual) and the message is clear. Edit phrasing to fit your voice or use Copilot’s “Make it more ___” prompts (e.g. “Make it more concise.”).
- 🚫 Detect AI “Hallucinations”: Watch for confidently stated info that you know isn’t true or wasn’t in your provided materials. This could be a hallucination – do not rely on it. When in doubt, leave it out or confirm it independently.
- ✔️ Final Author Check: Remember, Copilot’s output is a draft, not final. You are the editor. Make sure the final content is accurate, appropriate, and complete before using it. If you can’t verify or explain something Copilot wrote, don’t include it.
- 🤝 Responsible Use: Follow city guidelines – don’t paste sensitive data into prompts carelessly, and ensure the content aligns with our policies (no inappropriate or biased language). Use Copilot as a helper, but maintain professional judgment at all times.
(End of handout – designed to be a handy desk reference.)
Conclusion and Q&A (5+ min)
· Recap Key Lessons: Summarize that writing an effective prompt is the first step to getting useful output from Copilot, and thorough review is the second. We highlighted the “CO” in Copilot – it works with you, not instead of you. Good prompts lead to better drafts, and human oversight ensures quality and trustworthiness[3].
· Empowerment Message: Encourage managers to experiment with Copilot in their daily work – start with small tasks, use the checklist to craft prompts, and treat the AI as a junior assistant that needs your guidance and checking. The more they practice, the more intuitive prompting will become.
· Questions & Discussion: Open the floor for questions. Possible topics to address:
· Clarification on Copilot capabilities/limits (e.g., “Can it handle multi-language?” or “What if the info I need isn’t in our files?”).
· Concerns about accuracy or privacy – reassure with what we covered: always verify, and note Microsoft’s safeguards (organizational data stays within tenant boundaries, etc.).
· Curiosity about advanced use cases – e.g., someone might ask “Can Copilot schedule meetings or interface with other systems?” (Answer: it can suggest timing or draft invites, but it won’t execute tasks like scheduling – it provides the info for you to act on).
· Any experiences attendees want to share if they’ve tried Copilot or other AI tools – what worked or didn’t, and troubleshoot those together.
· Next Steps: Suggest managers try one or two Copilot prompts this week on a real task they have (for example, drafting an email or summarizing a report) to apply what they learned. They have the handout for reference. Remind them that a community of practice or IT support is available if they have questions as they start using Copilot.
· Closing Thought: Microsoft 365 Copilot can significantly boost productivity and spark creativity – especially when we steer it with well-crafted prompts and keep a critical eye on its outputs. With the strategies from today, everyone here can begin using Copilot confidently and responsibly as a valuable “team member” in our daily work.
Thank you, and enjoy exploring Copilot!
Sources:
· Microsoft Support – “Learn about Copilot prompts” (Prompt parts and examples)
· Microsoft Support – “Get better results with Copilot prompting” (Prompting tips and iteration)
· Microsoft Support – “Cooking up a great prompt: Getting the most from Copilot” (Effective prompting and hints)
· Microsoft Adoption Blog – “Using Copilot in Government” (Use cases: meeting assistant, drafting, data analysis)
· LOTI (London Office of Technology & Innovation) – “Copilot in Local Government” (Emphasis on good prompts & validation by users)
· Shelf.io Tech Blog – “How to Prevent Copilot Hallucinations” (Definition of hallucinations and importance of clear prompts)[2]
· Microsoft Support – “Draft with Copilot in Word” (Reminder to verify and adjust AI-generated drafts for accuracy and tone)[3]
· Intelogy Blog – “Easy Copilot prompt examples to get started” (Sample prompts across Word, Excel, Outlook, Teams for inspiration)

[1] [3] [4] Draft and add content with Copilot in Word - Microsoft Support
https://support.microsoft.com/en-us/office/draft-and-add-content-with-copilot-in-word-069c91f0-9e42-4c9a-bbce-fddf5d581541
[2] How to Prevent Microsoft Copilot Hallucinations - Shelf
https://shelf.io/blog/how-to-prevent-microsoft-copilot-hallucinations/
