How to Use Microsoft’s Copilot Al, and 10 Things to Try Right Away
By Lance Whitney, pcmag.com, Updated March 7, 2024

Copilot and ChatGPT share a lot of similarities, but Microsoft’s chatbot offers certain advantages on its own.
Here’s how to take it for a spin and check out its most compelling features. has prompted a lot of
companies to try to get in on the Al act. One of those is Microsoft, which has its own Al-infused chatbot known
as (previously ). Available directly in Windows, on the web, as a sidebar in the Edge browser, and
as a mobile app, Copilot will answer questions and perform tasks, potentially proving more helpful than OpenAl's
own tool.
So what can Copilot do for you? Well, it can generate different types of content, from poems to songs to stories to
reports. It will analyze uploaded photos, artwork, and other images. Copilot’s Designer image creator will create a
logo, drawing, or other image based on your text. Through the Edge sidebar, Copilot can also provide insights on
your current web page in the browser. And it can expand its skillset through Copilot GPTs and .
The basic version of Copilot is free. For $20 a month, offers a few additional perks, the most useful
being its !integration with Microsoft 365}. That means you can tap into Al to help you create, edit, and analyze your
work in Word, Excel, PowerPoint, OneNote, and Outlook.
Is Copilot better than ChatGPT? Both chatbots continue to grow and advance, and they have a lot in common.
Copilot runs a customized version of , and Microsoft itself has }invested billions} in ChatGPT creator OpenAl.
But since the basic versions of both tools are free, why not see what Microsoft’s chatbot can do?

How to Access Microsoft Copilot

You can access Copilot directly in \Windows 11 and most iterations of Windows 10. If it's rolled out to your PC,
just click the Copilot icon on the Taskbar, and it opens in a sidebar on the right.

To use Copilot on the web, head to the [Copilot website on any browser. However, Microsoft Edge has a unique
integration that allows you to interact with the chatbot through a sidebar; just launch Edge and click the Copilot
icon in the upper right. You can also run it on your mobile device by downloading the Copilot app

for i0S/iPadOS) or Android.

Once you have the Al chatbot up and ready to use, take a look at some features that can improve your
experience.

How to Use Microsoft Copilot
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You interact with Copilot in much the same way you do with ChatGPT, but Microsoft's tool offers a few more
options. Open Copilot and use the Ask me anything text box to enter your request. If you don't know what to ask,
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Copilot offers several suggested questions. On the web, for instance, you can sift through a carousel of suggested
prompts.

When Copilot responds to one of your requests, it typically suggests follow-up questions that you can ask if you
want to delve deeper into related areas. Click one of the follow-up questions to submit it. When using external
sources to generate a response, Copilot will list and link to the sources used. Click on a specific online source if
you wish to investigate it further.
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Certainly! Let's break down the factors involved in calculating your energy bill if you were to switch from gas to electric.
1. Electricity Cost:

o The average cost of electricity in the United States is approximately $0.15 per kilowatt-hour (kWh) '
o A kilowatt-hour (kWh) represents the energy used by a 1,000-watt appliance running for one hour,

2. Natural Gas Cost:

o The average cost of natural gas varies by state and is typically measured in dollars per thousand cubic feet (Mcf) or per therm
o As of February 2024, the national average natural gas rate is around $0.95 per therm or $9.52 per thousand cubic feet (Mcf) 2 2 .

3. Your Usage

o To calculate your energy bill, we need to know your monthly usage in kilowatt-hours (kWh) for electricity and in therms for natural gas.

4. Appliance Usage:
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To ask a different question that is unrelated to a previous request, click the blue New Topic button and compose

your new question. If you want to get more out of your time with Copilot, take a look at our suggestions on what to
try next.
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Microsoft allows you to customize Copilot's conversation style. At the start of a new conversation, you can choose
between three styles to set the tone of the chatbot:

e More Creative makes the responses more original and imaginative.

o More Precise means the responses will be more accurate and brief.

e More Balanced will attempt to strike a balance between the two.
Experiment with all three, though you may want to keep it at the Balanced level to start.

2. Approve, Download, or Share a Response
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When Copilot responds to your prompts, several icons appear below its answer. From these icons, you can
approve or reject what the Al has to say; copy text or export it as a Word document, PDF, or text file; and share the
answer with someone else or hear it read aloud.

3. Have an Actual Conversation with Microsoft Copilot
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Dreams about being back in schoal are quite
commaon and can have various interpretations.
They often reflect cur subconscious thoughts or
feelings, and the emotions we experience during
our waking life. Here are some possible reasons
why people might dream about being back in
schoal:

+ Anxiety and Stress: School dreams may
symbolize feelings of anxiety or stress,
especially if you're facing a situation that
makes you feel like you did when you were in
school, such as being evaluated or facing a
challenge ' . [J
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« Spiritual Meaning: Some interpretations
suggest that dreaming of going back to school
could signify a spiritual journey or a quest for

deeper understanding 5,

It's important to note that dream interpretation is
subjective and can vary based on individual
experiences and feelings. If you're curious about
the meaning behind your dreams, keeping a
dream journal and reflecting on your personal
associations and emotions can provide further
ngight'*/12],
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In Windows, at the website, or in the mobile app, you can use your voice to talk with Microsoft's Al. Tap the
microphone icon at the bottom of the screen. Speak your query and then submit it. Copilot will display and
speak the results. Click or tap the audio level icon to stop the narration.

4. Let Copilot Flex Its Creative Muscles

Besides conversing with Copilot, you can also ask it to create content. This can be something creative like a
poem, song, or story, or a more practical use, like a report, essay, or computer code. In Windows, on the
website, or with the mobile app, just type a request for the content you want. You can ask it to be long or short,
funny or serious, professional or casual.
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You’ll sometimes get better results by using the Copilot sidebar in Edge. Click Compose, then type your
request at the prompt. Choose a specific tone, format, and length and submit your request. Copilot’s response
appears in the Preview window. From there, you can copy and paste it elsewhere or regenerate it to give the Al
another attempt if you didn’t like the first draft.

5. Get the TL;DR from Web Pages
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Looking for key details or a synopsis on a specific web page? Here’s another trick you can perform with the Copilot
sidebar in Edge. Open to the page you want to analyze, then open the sidebar and click the Insights heading. Wait a
second or two, and the Al displays key points from the page as well as related links, articles, and videos.

6. Analyze an Image

You can also take a photo or upload an image to Copilot and have the Al analyze it. In Windows, at the Edge
sidebar, or from the website, click the Image icon and select Upload from this device. To take a new photo, tap

the Image icon and select Take a Photo.
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Certainly! The majestic mountain in the image appears to be none other than Mount Fuji (also known as Fujisan), located in Japan. Here are some

key features that match Mount Fuji:

1. Snow-Capped Peak: The snow-covered summit is a distinctive characteristic of Mount Fuji. Its elevation reaches 3,776.24 meters (12,389 feet)

above sea level 1.

@’ Ask me anything

A
I.b_F

Help me find a gift for my friend
who's into baking and has a small
apartment

“image"

W CHAMELEON STRIKES

all (Wi (e Bl el il Ra
What do you see? Tap below to chat with =

Copilot about it al sl iy kT g h ] il Bl
ol 111 s

space send

® ¢

W

Copilot

(

For the mobile app, tap

the Cameraicon in the prompt, then
choose the Images icon to view your
photo library. Pick the image, and its
thumbnail appears in the prompt.
You can then enter your query. To
submit a new picture from your
camera, tap the Cameraicon in the
mobile app and take the photo. The
image will appear in the prompt
ready to send.
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7. Create Your Own Image

Image creation is another skill offered by Copilot, courtesy of its Designer feature. Using !ODenAI's DALL-E 3

Designer will generate photos, drawings, logos, and lother types of images! based on the text you submit. You can
try this in Windows, at the website, with the Edge sidebar, or with the mobile app.
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Create a photorealistic image of a giant caterpillar dressed in a tuxedo drinking a glass of wine in a fancy restaurant
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I've created a photorealistic image of a giant caterpiilar dressed in a tuxedo, enjoying a glass of wine in an elegant restaurant setting. | hope you find
it as whimsical and charming as | intended! 8 %
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Describe the type of image you want at the prompt, including the style; for example, photorealistic or anime. Add

any details and submit your request. In response, Copilot displays four images. Select a specific image, and you’re
able to choose a different style and even edit it.

8. Get Extra Help With GPTs
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1. Select the Salmon: Choose a fresh, high-quality salmon fillet, preferably wild-caught for the best flavor

2. Prepare the Cure: Mix together kosher salt, sugar, and optionally, some spices or herbs of your choice (like dill or peppercomns) for added flavor
3. Curing Process.
Lay the salmon skin-side down on a tray
o Cover the flesh generously with the cure mixture
o Place another tray on top and weigh &t down 1o apply pressure
s Refrigerate for 24-48 hours, tuming the fillet over every 12 hours
4. Rinse and Dry. After cunng, rinse off the cure with cold water and pat the samon dry with paper towels

5, Slice: Using a sharp knife, slice the saimon thinly at an angle, away from the skin

Enjoy your homemade lox with bagefs and cream cheese, or however you prefer
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By itself, Copilot will serve up a lot of useful general information, but you can use it for more specific requests

via . At the Copilot website, click the Chats heading at the upper right. In the section below, you’ll find Copilot
GPTs for such skills as Designer, Vacation planner, Cooking assistant, and fitness trainer. Select the GPT you want
and submit a question related to the topic.

9. Access Specific Services Through Plugins
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Touse a , click the Plugins heading at the right. The current lineup includes options like Instacart, Kayak,
Klarna, Shop, and Suno. Beyond the default plugin for Search, you can choose to incorporate up to three at atime
into your requests. After selecting the ones you want to use, type your question at the prompt, and Copilot will use
one of the plugins to find and generate the necessary information.
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Using the Copilot built into Windows, you can get help with certain features, settings, and apps. For example,
tell Copilot to turn battery saver on or off, show the Bluetooth page, launch the screen magnifier, show all the
nearby Wi-Fi networks, or empty the Recycle Bin. Just type your request at the prompt in the Copilot sidebar.
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