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OFFICE 365 OVERVIEW 
 

Structure of Microsoft Office 365 online (office.com)  

 

 

1. Your Profile 

 

2. Copilot 
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3. Copilot prompts 
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You can also see further information on running a search in the                         

“How to” guide on the training website - "How to use search" 

You can learn more about how to work with Copilot in these online videos                                                                   

"Using copilot"  and "Copilot video tutorials"   

 

4. Side Pane toggle 

Pressing this symbol toggles the side pane on/off 

 

5. Apps Launcher 

 

  

6. Copilot settings 

 

 

https://training.westerncare.ie/wp-content/uploads/2025/02/How-to-use-search-in-365.pdf
https://support.microsoft.com/en-us/topic/copilot-tutorial-start-using-copilot-fe837774-3f6b-4885-850d-01f0e428898c
https://support.microsoft.com/en-us/topic/microsoft-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6

