


Microsoft Copilot Chat Webinar

The webinar will start at 2pm

All participants will automatically have cameras 
and microphones turned off.

We will have a section for Q&A at the end so 
please post any questions using the Q&A option 
on the top menu



General House Keeping

This is a webinar hosted with Microsoft Teams and your 

Microphone and Camera will be off for the duration of the 

meeting

We will have some time at the end for Q&A and if you have any 

questions about this or other AI or Microsoft 365 systems then 

please ask them using the Q&A option

The Webinar will be recorded. You will be sent notes at the 

end.



Today’s Speakers:
James Earl, Digital Transformation Manager 
Heliocentrix

James has been with Heliocentrix for the last 3 years 
and works with clients to develop bespoke web 
applications, websites, low-code apps, and power 
solutions that help companies achieve more with 
less by fully leveraging digital technology . 





Microsoft Copilot Chat

Presented by James Earl, Heliocentrix
May 2025



• What is Copilot Chat?

• What can you use Copilot Chat for?

• How do you access Copilot Chat?

• How to craft effective prompts

• What are agents?

• Q&A

Agenda



• Microsoft’s flagship AI assistant

• Chat bot

• Two versions (free and paid)

What Is Copilot?





Research

Display the results in the format
you thinks best

Ask follow up questions

Includes sources for more 
information



Summarising

Give the AI a web page or a document and
it can summarise into small points.

Ask follow up questions



Reviewed our tone of 
voice

Provided the post content

Included relevant hashtags 

Suggested when to post

Content Generation



Where to find Copilot Chat

• Microsoft Edge

• M365copilot.com

• M365 Copilot Desktop App

• Teams

• Modern Outlook

• iOS and Android Apps





Where to find Copilot Chat

• Microsoft Edge

• M365copilot.com

• M365 Copilot Desktop App

• Teams

• Modern Outlook

• iOS and Android Apps





Where to find Copilot Chat

• Microsoft Edge

• M365copilot.com

• M365 Copilot Desktop App

• Teams

• Modern Outlook

• iOS and Android Apps





Where to find Copilot Chat

• Microsoft Edge

• M365copilot.com

• M365 Copilot Desktop App

• Teams

• Modern Outlook

• iOS and Android Apps





• A new skill we have to learn

• Takes practice and thought

• Trial and error

How to craft effective prompts





Goal
The specific task or outcome 
you want to achieve



Context
Background information that 
helps Copilot understand the 
situation or purpose.



Source
Any relevant data or 
documents that Copilot 
should use to complete the 
task.



Expectations
Detailed instructions on what 
you expect from Copilot, 
including tone, style, and 
specific elements.





Bad Prompt

List 5 CRM Packages that I could use for my business



Good Prompt

Generate a list of 5 CRM platforms that would be suitable for my Business.
• We are an HR Consultancy based in the UK
• With 5 employees and 100 clients. 
• We use Microsoft 365 for emails so 365 integration is important
• We need the system to track emails and advice and allow us to market 

to our clients
Use blogs and relevant trusted sites in the UK.
Provide me with a table giving me the name of the product, url for their 
website, a comparison of features and the estimated cost of the product 
for my team.



Even Better Prompt

Generate a list of 5 CRM platforms that would be suitable for my Business.
• We are an HR Consultancy based in the UK
• With 5 employees and 100 clients. 
• We use Microsoft 365 for emails so 365 integration is important
• We need the system to track emails and advice and allow us to market 

to our clients
Use blogs and relevant trusted sites in the UK.
Provide me with a table giving me the name of the product, url for their 
website, a comparison of features and the estimated cost of the product 
for my team.
Ask me any relevant questions to make the results more appropriate.



What are Agents?

• Pre-prompted versions of Copilot

• Designed for specific tasks



How to learn more

• Further webinars – Microsoft 365 Copilot soon

• Bespoke Training and Consultancy

• Prompt-a-thon on 17th June 2025

Heliocentrix.co.uk/events



Question:

• What are pages?



Question:

• Can I have a mix of Copilot Chat and the full 

copilot in my company?



Question:

• Can I write letters and emails with Copilot Chat?
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