
Getting 
started with 
MS Copilot



What we will 
cover today

1. What is Copilot
2. Different ‘versions’
3. Practical use cases
4. Some tips re ‘prompts’
5. Hands on time throughout
6. Paid version demo

* We’re including some slides from Microsoft’s new 'Microsoft 365 Copilot QuickStart Training for 
Nonprofits: Learn to integrate Microsoft 365 Copilot in your work' and will share links to future sessions



What is Copilot?
This is what Copilot says….

Microsoft Copilot is an AI-powered companion 
designed to assist with a wide range of tasks and 
provide valuable information. It's like having a 
knowledgeable and friendly helper at your side, ready 
to support you with everything from answering 
questions and brainstorming ideas to offering advice 
and creative inspiration.

Powered by ChatGPT-4 (developed by Open AI) and 
Claude.ai (Anthropic, for some specialised coding tasks)



Generative AI

 More text!
 Images
 Video
 Speech (voice)
 Customer service chatbots
 Fixing code

And much more. Watch a brief video explainer here.

Text based prompts to generate…



Start your Microsoft Copilot learning journey



Different versions



Copilot Chat 
(part of your M365 
subscription)



Copilot M365
paid licence (circa 
£30 per month ex 
VAT – now with a 15% 
discount for non 
profits)



CoPilot (free) v CoPilot (paid)



* Slide from 'Microsoft 365 Copilot QuickStart Training for Nonprofits: 
Learn to integrate Microsoft 365 Copilot in your work' 



Introducing prompts

Define
1. Expertise you need
2. Your task
3. Objective 
4. Relevant context
5. Output/format you want

Copilot tutorial: What is a 
prompt? - Microsoft Support

Talk to it
 For this task act as an expert in…
You will need to be…
Your task is to…
Be aware of…
Our audience is…
 Include/exclude…
Give me the output in this format…



* Slide from 'Microsoft 365 Copilot QuickStart 
Training for Nonprofits: Learn to integrate 
Microsoft 365 Copilot in your work' 



* Slide from 'Microsoft 365 Copilot QuickStart 
Training for Nonprofits: Learn to integrate 
Microsoft 365 Copilot in your work' 



Suggested Copilot prompts

Copilot Prompt Gallery



* Slide from 'Microsoft 365 Copilot QuickStart 
Training for Nonprofits: Learn to integrate 
Microsoft 365 Copilot in your work' 

Copilot tutorial: 
What makes a 
good prompt? -
Microsoft Support



Let’s all open 
Copilot (free version)



Either find Copilot from your M365 landing page 
(www.office.com) once signed in

Or if using any of your M365 
apps in the browser – click on 
the App launcher and select 
or search for Copilot



Let’s have some 
hands on time 
looking at a 
range of use 
cases



Drafting an 
email



Exercise: Draft an email to an 
invite to an upcoming AGM (or 
similar event). Ask for two 
different versions for different 
audiences e.g. members and 
partners.



Free version 
response



Paid version 
response



Summarising 
a report or 
web article



Upload your 
document to 
summarise



Exercise: Upload a report of 
your choice and / or paste a 
link to a specific web page and 
ask Copilot to summarise for 
you.



Creating 
copy for 
social media 
posts



Promoting a website page via Social Media

We asked 
CoPilot to read a 
recent 
Superhighways 
website entry 
and suggest a 
series of Social 
media posts for 
Facebook, X, etc

Our prompt:

For this task act as an expert in: UK charities, Social media in the UK, best 
practice in UK charities social media use, the demographics of different 
users for each Social media platform 
You will need to be: detailed, honest, creative, articulate 
Please read the blog post uploaded from the Superhighways web site and 
then: 
Your task is to: create a series of social media posts that will encourage 
readers to visit the blog post on the superhighways website. The social 
media posts will be for the charities account on Facebook, Linkedin, 
Twitter/X, Instagram, Snapchat and TikTok. 
For each: create a post that targets the most likely demographic to 
responds to the post and that will then read the blog post. 
For each result: please give 5 appropriate hashtags that should be 
attached to the post, a different image or graphic for each and explain 
which demographic is being targeted
Give the output in the format of a series of different social media posts 
that can be quickly copied and pasted to the appropriate platforms.



When 
prompted 
CoPilot said…



Exercise: Ask Copilot to 
construct a social media post 
to promote a service or event 
on your website (paste the link 
to that page in your prompt)



Researching 
/ information 
gathering



Tell me about children living in poverty in London?

My prompt to Copilot after first return
This data is a bit out of date. Are there more recent statistics from 2023 and 2024?

Certainly! Here are some more recent statistics on child poverty in London:

As of 2023, around 700,000 children in London are living in poverty after housing costs1.

The poverty rate for children in London remains high, with 33% of children aged 5-9 living in poverty2.

Certain boroughs, such as Tower Hamlets, continue to have particularly high rates of child poverty3.

The cost of living crisis has further impacted families, making it increasingly difficult for many to afford 
basic necessities45.

If you need more detailed information or have specific questions, feel free to ask!



Exercise: Ask Copilot to tell you 
about a specific topic – e.g. 
evidencing need for a funding 
bid



Analysing 
data



An example: Getting a quick summary 
of our course attendee survey results
 Downloaded the survey data

 Removed any personal information

 Uploaded to AI (CoPilot and Claude so far)

 Detailed Prompt: 

o For this task act as an expert in: online training, uk charities, data analysis, technology available to charities in the uk for free. you 

will need to be: creative, honest. Your task is to: Give me a detailed summary of the attached survey data which is feedback from 

attendees on our online courses held in the UK between May 24 and July 24. We want to know the summary of the replies, what 

can be improved, what attendees liked, what they didn't like, which courses seemed popular, which seemed unpopular, what 

courses we should consider running next. for each result, please give the number of survey responses that have help you come 

to that conclusion. Give the output in the format of a table



CoPilot analysis of survey data



CoPilot generated graph
Prompt: graph the courses showing the number of surveys sent out and the number of 
surveys completed



CoPilot generated graph
Prompt: and can you add the percentage completion rate for each



Idea 
generation / 
brainstorming



Exercise: Ask Copilot to give 
you ideas for e.g. a new service 
you’re planning or e.g. an 
agenda for an event or 
questions for an evaluation 
survey?



Teams meetings 
summaries & 
actions: 2 
options



Premium Teams

https://www.microsoft.c
om/en-gb/microsoft-
teams/premium

60 day free trial. Cost 
then £5.80 per user per 
month ex VAT

AI Recap –
available in Teams 
Premium

and M365 paid 
Copilot



Funding 
applications 
based on 
organisational 
docs



How could you be using AI for fundraising?

Search for funding 
opportunities

Put together a 
fundraising plan with 

timetable

Find external data to 
evidence need from 

across the web

Look across your own 
documents to find 

examples of why you 
are a good fit

Brainstorming service 
& activity ideas (to fit 

criteria)

First drafts of funding 
application answers & 

budgets

Re-phrasing answers 
to fit criteria (referring 

to guidance docs)

Checking grammar, 
changing tone, fitting 

word count

Critiqueing your final 
application form

Creating a portfolio of 
relevant short case 

studies to include with 
your application

Putting together 
workplans (where you 

need to submit)

Helping to create 
survey questions to 
gather more info in 
support of your bid



Using with Excel 
(free)



Free version - Excel



Using with 
Forms (paid)



Paid version - Forms



Using with 
PowerPoint



Free version - PowerPoint



CoPilot Create 
(paid)



Create – images, video, posters



M365 Copilot 
(paid version) 
demo



Copilot M365 Pro paid licence 
(circa £30 per month ex VAT 
– 15% discount for non 
profits)
Looks across your work files 
as well as the web



Copilot is also 
integrated within 
your M365 apps



Small charity example – creating presentations



Small charity example – completing funding bids



In app Copilot - Outlook



Email thread summary



In app Copilot -
Calendar



In app Copilot - Word



In app Copilot - PowerPoint



In app Copilot - Excel



In app Copilot - Forms



* Slide from 'Microsoft 365 Copilot QuickStart Training for 
Nonprofits: Learn to integrate Microsoft 365 Copilot in your 
work' 



AI for public good – Joseph Rowntree Foundation



Tips and Resources
To help you plan your use of AI and follow best practice



Training and resources

Superhighways training
 Full training programme

AI learning
1. Superhighways’ Resource round 

up
2. Superhighways’ How can AI help 

your small charity work smarter 
training slides



Get the help you need

Book some time with 
us or sign up for our 
regular e-news to find 
out about new 
opportunities and 
training.



Digital Foundations programme

Find out more about the Digital Foundations programme



Thanks for 
listening

KateWhite & Paul Firby
info@superhighways.org.uk
www.superhighways.org.uk


