
Microsoft’s AI 
Copilot

Your Everyday AI Companion

Available for all staff and faculty for 
free through your work (oru.edu) 

email.



Use Microsoft Edge Browser to access 
CopilotClick here to 

sign-in with your 
work email.

Confirm you are 
signed into the 

correct account.



Click here for 
Copilot



When signed in correctly, you 
should see the following messages 
at the top and bottom of the chat 

window.



• Generate page 
summaries with ease.

• You can also describe 
in the prompt how you  
want the summary to 
be generated.

• For example: 
• bullet points
• Highlights
• key points 
• Long/short 

summaries
• Etc.

• You can do the same 
with PDFs, Word Docs, 
and Text files.

• Typically, any file that 
loads correctly in a 
browser can be used.  

Article: https://truelist.co/blog/generation-z-statistics/



• It is not limited to 
page summaries.

• You can also ask 
questions about the 
contents of the 
webpage/file.

• Response: Generation Z, or Gen 
Z for short, makes up a 
significant portion of the global 
population. As of the data 
available, Gen Z constitutes 
about 26% to 30% of the total 
global population123. Please 
note that these percentages 
might vary slightly depending 
on the exact years used to 
define this generation.

• Prompt example: “What 
percentage of global population 
are Gen Zers?”

Notice an additional source was cited here. This is because the 
prompt was too general. See next slide for a better prompt.



Prompt: based on this page, what 
percentage of global population are Gen 
Zers?

Response: According to this page, 
Generation Z makes up about one-
third of the global population¹[1]. That 
means out of about 7.4 billion people 
in the world, 2.56 billion belong to 
Generation Z²[2].

References: truelist.co



Text to Image Generation

Uses DALL-E 3 AI image model.

Use simple or complex prompts to generate 
images.

In this example the following prompt was 
provided.

“Generate an image of AI helping college students 
with their homework.” 

Copilot will generate four variations of the image 
to choose from. 

If none of them fit your needs, simply regenerate 
or provide a more descriptive prompt.







Feature list

Generate page summaries for articles, pdfs, etc.

Each conversation is limited to 30 responses.

After 30 responses, you have to a new conversation. 

References are provided for general Q&A.

Text to image generation using DALL-E 3.

You can provide an image to interact/ask questions.

Note: You may not be able to interact with a webpage 
if the webpage owner blocked AI/Bots from searching 
the page contents.








