OFFICE 365 OVERVIEW

Structure of Microsoft Office 365 online (office.com)

What can | help with?

(W

Bewite Create Sumenartse Fncd

iol Settings
@ Help
@ Feedback

) pownload the deskiop app

[0 pownload the mobile app

1. Your Profile

e

@ Help
(&) Feedback

General
| % General
(] Download the desktop app
£ Data controls
[] Download the maobile app

&3 Personalisation About Microsoft 365 Copilot

e 385Test

I Notifications
Third party data terms

o7 Sources

Appearance

LUise system settings Light

Version number: bizchat 20260627.35.2

Manage your overall preferences and settings for the Microsoft 365 Copilot,
ncluding themes, language and privacy options.

Dawnload POF .

Cark

2. Copilot

Office 365 Portal:
1) Your Profile
a) portal settings (press 3
dots (...) to access)
2) Copilot menu

3) Copilot start dialog

4) Side panel toggle
(expand/collapse)

5) Apps Launcher

6) Copilot settings (press 3
dots (...) to access

The settings for your profile are as
follows, apart from changing chat

appearance in "General" section, the
only other section of note is "Sources"
where you can connect such apps as
Canva, Google Calendar etc. to Copilot

o Copilot menu has 3 sections:
New chat
B Newchat a Search
Q Search ] Library
I Library 5 Designe
e P rages In new chat window you also have
curtanty when 1 use the snap. - b) options to attach/upload files ("Add
: - What can | help with? work content" selection shows recently
need to tum this into MS for.
worked on files; "Upload images or files"
give me a paragraph and free ...
allows you to navigate anywhere on your
what does this mean.. Underlyi . .
b o0 computer and select files of any kind;
help me write a nice christmas - W . " .
Attach cloud files" brings you to select
i have acsv file with all users a. H i .
C [ Refine Writing Draft Content Summarise Find Content - ] files from your gﬂ%’;ﬁ’.ﬁ]:
€an you give me a description
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or you can also switch to "Designer" mode
to design pictures; or "Pages" mode to
write code

c) specific task prompts (see below)
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3. Copilot prompts

Hi, how can | help?

Message Copilot

Rewrite Create Summarise Find

Find any files | have that deal with [eywords].

Find all files from the past [month] that reference [project].

Find all files related to Mtopic / project] and summarise their current status

ind the file person shared with me about topic]

Rewrte this to sound more lyofessional and less verbosa: [text]

Analyse this text and make sur

How can | more concisely describe

Rewrite this paragraph to sound more

Suggest ways 1o restructure file 1o improve

on how to improve it: [text]

management]?

ical flow and readability

Draft Content

( Refine Writing

List key points from file

Summarise
while keeping it concise and professional. Paragraph:

Summarise file

Summarise file in [language] for quick understanding

Rewrite ﬁaa) Summarise Find
Draft an email to my team asking for feedback on doc

Create an FAQ based on doc

Draft a brief Qut of Office message for my upcoming holiday from [23-27 May]

‘Write a compelling intro paragraph to doc

Create a straightforward and easy-to-read hand-out about [topic).

Show me any replies to my comments in this file

kiummir\se comments in file where | was mentioned

S

Hi, how can | help?

Message Copilot
+
@& x
Rewrite Creata Summarise Find
Copilot Prompt Gallery @ Search for prompts .3_d
CED )22
Your prompts
Task ‘38. ~ r(.'oh type Sb v Copilot agent ~
[ personalize e / \ i
[ sales arison Best practises sys stab | Boost your productivil
[ Anslyse O] P =y 3c o your p ty
) Assist o [ executive of Recommend best practises for How can Copilot help me be
sl maintaining [system/tool] more productive at work?
. [ Fronthine Management stability
[ create [ marketing h & Bf Microsomsuggesteatri  [] 2 B Mcrosen suggesteamis [ B
) Leaen [C) Human Resources
O Troubleshost [ infermation Technclogy
al il Coach team members @ Commen issues on topic
[ Leg P
[ Project Management ust] Give me some tips for helping What are the [most common]
— my team self-advocate questions about [topic]?
[process/product/service] k /
B Microsoft suggested this [ B2 B Microsoft suggesteathis [ B2 B Microsom suggesteaths [ B2 B Mecrosof sggested this [ B2
(O New chat
Q  Serch
% Library
Quick access
Crats
How muxch s copilot pro Recent Shared  Favourites Type v
printer not showing in my 365
ainmy test &

n snagit editor how can | de

rrasta 3 table with inch |1

O New chat

Q Search

Chats

How much s copilot pro
printer not showing in my 365
i snagit editor how can | de
create a table with irish, UK

write me 2 letter to hr about

IT Team « 13 Nov 2025

The Search bar is where you can look for any file in your 365 online portal, in
OneDrive or Teams, created by you or shared with you. You can customise it by
using filters such as Type / Location / Person.

In Library, you can run a search for any previously created Copilot page or image

Explain this doc briefly | +3

The copilot prompts are in 4
categories:

Rewrite

Create

Summarise

Find
these are quite basic, so you are
more likely to use the prompt gallery
(below) or type your query/question

Copilot prompt gallery has some
customisations to help guide you in
formulating the query:

3a) by task

3b) by job type

3c) preset suggested prompts

3d) search

3e)under "Your Prompts" you have

the options By Task and By Job also,
as well as a search bar

& word

& Excel

& FowerFoint
=| FOF

P Designer
@ Forms

& Onedicts

& Visio

Library
| @ Pages ) M images

2025

& oeate a table with Insh UK

.

28 Feb 2025

.IZ‘

/
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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

Dt D

5. Apps Launcher

- == @

The Apps page shows you:

-] @ a & wo e @ Fowerroint @ OneNote
- a) the most used apps
@ OneDrive @ Tems & sherepoint & Coamp
w i
/ b LT b) all apps available through the

f__} Recent pages

2P Send feedbac

b
8], Settings |

d [ (3 Quick Help ? ]

(O
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organisation license
i ivi B Downioad the mobile app
thlle, take productivity on the go ¢) install additional apps
with you o]

= - Scan the QR cade
Get answers, analyse photos, and summarise threads. Download the toinstall tne app

free Microsoft 365 Copilot mobile app on iOS and Android. [ d] EKPIOI’E b\l' catEgo l’\f

Use across Teams, Outlook, and Microsoft 365 Copilot

@ Bookings ‘"i Org Explarer § rowers

Get work done

( other Apps )

Explore by category
(P E Content mans; gement Project m: = 2m
I sookings B coenca @ connections u Engage
ity redh o yous iched Accuns parionaised 1o Connect ith co-vworkac 5

e a) toggle copilot chat mode

b) create new chat
c) Settings (same as accessing through "Your Profile")
d) Help tutorials
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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

