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Introduction

When Copilot was announced, it caused a bit of a furor. This new 

generative artificial intelligence (AI) technology we had been using for 

about a year to help us be more efficient could now do the same thing in 

our work environment and directly related to our active work projects. 

It was – to put it simply – astounding. Over the next few months, that 

furor would turn into more excitement with a side dish of befuddlement. 

Information posted on the Internet was outdated within weeks. Articles 

posted without a date were useless. We began speculating in earnest. 

There wasn’t a day in the news without generative AI making some sort of 

headline. Many of you recognized the technology was clearly here to stay 

yet hadn’t had any experience using it. You may still have not yet had a 

chance to explore what it’s all about and what it can do for you.

Fear not, my friend. I’m going to take you through everything, and we 

are starting at the beginning. Generative AI is here to stay, and you don’t 

want to be left behind.

You might not know anything and that’s OK. I’m glad you’re here. 

You’ll be all caught up soon.

The book begins with a few introductory chapters, starting with 

the history of generative AI. Chapter 1 begins the journey with a quick 

introduction on some early uses of artificial intelligence in software 

applications. I’ll discuss OpenAI and why it was so integral to the rapid pace 

of generative AI we are seeing today, what a large language model is and 

how it’s trained, and how to construct a basic and more advanced prompt.

Chapter 2 contains more integral backstory into Microsoft’s history of 

including artificial intelligence into its Office suite of products and how 

that evolved into Copilot. I’ll also deep dive here into the pieces, parts, 
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and processes of Copilot and how they work together to securely answer 

questions about your organization’s data.

Chapter 3 is the last introductory chapter, containing a short but 

necessary discussion on responsible AI – what it is, what it entails, and what 

developers are doing to build trust in their artificial intelligence systems. 

The goal of this chapter is to help alleviate any fears you may have about 

using AI and to discuss some risks that come from creating and using it.

Chapter 4 contains the specific details on how you can finally get your 

hands on Copilot. While this book is very specifically about Copilot for 

Microsoft 365 in an enterprise environment, I will tell you what all the 

available Copilot options are for the core apps, how to get it, what it will cost, 

and how to verify your apps have the functionality. It’s important to note here 

that while I do talk about licensing, this is not a book for administrators, so I 

won’t be discussing group policies or enabling Copilot across an organization.

Chapters 5–10 are about how to use Copilot with practical examples 

in the core apps you use every day – Word, Excel, PowerPoint, Outlook, 

Teams, and Microsoft Graph-grounded chat. I’ll show you each app 

thoroughly, complete with screenshots and prompts so you can get started 

using Copilot yourself immediately. Here’s where you’ll see the scope and 

magnitude of how much it can help you in your daily professional work 

life. The goal here is to get you excited and eager to start using it right away 

in your environment.

Finally, Chapter 11 contains a quick conclusion on the sweeping 

integration of Copilot into the entire Microsoft ecosystem. Copilot will be 

integrated into just about every Microsoft application soon, including  

Windows, GitHub, and Sales, to name a few. Copilot is an all-encompassing 

brand, and while it’s expanding into separate Microsoft products, at the 

very core will always be the Microsoft 365 products that are used daily by 

millions of people all over the globe.

Try, try, try. Ask Copilot anything and everything. Don’t worry, it will 

all make sense by the end of this book.

Introduction
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CHAPTER 1

An Introduction  
to Chat and 
Generative AI
In 1999, Santa Monica-based company LAUNCH Media Inc. released one 

of the first of its kind: a new Internet music streaming service. In 2001, 

LAUNCH Media was purchased by Yahoo! for 12 million dollars to integrate 

its services and create a wider reaching streaming service, LaunchCast. 

When it was released, users could listen to a song, rate it on a 1–10 scale, 

and the service would pick more songs to play. Users could skip a song or 

rate it, and that choice would be stored with that song to form a complex 

algorithm that would allow the app to choose the next song for a listener 

based on similar tastes of other listeners. I used it daily while I worked. It 

enabled me to be exposed to a whole new library of songs I would never 

have been exposed to otherwise, and this was an all-day, everyday listening 

experience for me. As far as I was concerned, this app was a Big Deal.

The rating system later changed to a choice between a 5-star system, 

or a whopping 0–100 number system, 0 being “never play this again” and 

100 being the best song the listener ever heard. The wide range of numbers 

and the ability to rate musical tastes so specifically allowed the algorithm 

to really shine. In other words, in all the time I used the app, as an avid 

song rater, it rarely played me a dud.

https://doi.org/10.1007/979-8-8688-0447-2_1
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In 2005, Pandora launched its consumer version of its similar music 

streaming service, the same one still used by about 50 million people 

today. While Pandora still currently allows users to rate a song using a 

thumbs-up or a thumbs-down system, its primary means of selecting 

songs based on users’ preferences comes from the thousands of hours 

a handful of musicians and musicologists spent classifying songs at 

something called the Music Genome Project.

Founded in 2000 by Tim Westergren, the Music Genome Project’s 

mission is to categorize music at its most fundamental levels based on over 

450 “genetic” markers that combine to decode its root musical DNA. Using 

genetic terms is appropriate; after all, it’s named after the more well- 

known Human Genome Project and functions in a similar manner. A 

collective group of musicians and musicologists have painstakingly 

cataloged over 60 years of music, spending upwards of 30 minutes on each 

song, carefully analyzing and categorizing markers such as harmonious 

melodies, vocal nuances in the singer’s voice, whether the primary 

instrument is acoustic or electric, and even the amount of dissonance in a 

notable chord. (It was as recently as 2023 that Pandora finally updated the 

Music Genome Project to a tag-based system, making it easier for modern 

machine learning models to craft the listening experience.)

�The Machines Learn How to Learn
Both LaunchCast and Pandora utilized a pre-artificial intelligence technique 

that hadn’t yet had a name given to it. Today, we call it “supervised learning,” 

a mechanism in which humans are directly responsible for teaching an 

algorithm how to choose its response in each situation. In LaunchCast, 

the humans were you, me, and anyone who used the service and rated 

the songs. In Pandora, the learning initially came from the musicians who 

cataloged the Music Genome Project and integrated that technology into the 

app. The response was the next song the apps would play.

Chapter 1  An Introduction to Chat and Generative AI 
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While it wouldn’t be until about 18 years later that “unsupervised 

learning” would come along, at least definitively titled as such, in the 

meantime, computers were being taught via programming how to search 

for patterns by themselves and choose how to respond. Today, chat AI 

technology has been pre-trained to create a predicted, generated response 

based on natural language: You enter your prompt in the chat window with 

what you’re looking for, and the AI language model returns with text that is 

human-like in response.

When we think of machine learning algorithms, it’s hard not to think 

of Facebook and the complex programming it takes to create an algorithm 

that lets a computer analyze our browsing habits and decide what it thinks 

we would like to see. However, even if you’re not on social media, you’ve 

most likely been utilizing the services of an AI algorithm for a while – or at 

least come into some sort of relationship with it, voluntary or not. If you’ve 

ever used Gmail, it uses importance markers to decide what emails are 

important to you based on signals that include how often we communicate 

with that person, what specific words we use, and so on.

Google was also using AI in its infancy in the search bar. Aside from 

creating intelligence to determine common misspellings and instead 

search for the properly intended word or phrase, Google introduced an 

AI system called RankBrain in 2015. RankBrain’s engine was designed 

to associate how words relate to concepts, and it used that knowledge 

to decide what order of importance to show you a site in its search 

results. This moment in time also marked the introduction of digital 

voice assistants like Apple’s Siri, Amazon’s Alexa devices, and Microsoft’s 

Cortana, capable of interacting with you using natural language to perform 

basic tasks.

If YouTube has ever recommended a video to you or if you browse 

TikTok even remotely regularly, you’ve taken advantage of a machine- 

learned algorithm that has made a choice for you based on data from past 

or similar transactions. Spell check and autocorrect are all examples of 

programming that has been trained to anticipate what you’re looking for to 

Chapter 1  An Introduction to Chat and Generative AI 
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make your life easier, and that same autocorrect technology has been built 

with the assistance and reviews of linguists and computational analysts 

to create the algorithms. And, if you’ve ever cursed at a poorly phrased 

autocorrect, you’ve already learned that it’s not perfect, doesn’t always 

get it right, and absolutely needs monitoring for quality and accuracy. I’m 

sure you check your junk or spam filter for mail that inadvertently made 

its way in there incorrectly. Over time, you’ve no doubt learned, as I have, 

that monitoring, correcting, and adapting are all parts of the ways we use 

these tools. When you use AI to generate text, your responsibilities should 

be the same – monitoring, correcting, and adapting. If it sounds like a lot 

to worry about, don’t worry – soon it will be a natural part of the way we all 

use the tool.

Even the customer service industry has been using something called 

sentiment analysis early on to detect the overall public opinion on a 

company’s image. The collective posts from X (previously called tweets 

from Twitter) using a company’s mentions or hashtags would be analyzed 

for words and phrases that indicated a customer had a positive opinion on 

the company (great, fantastic, awesome) versus negative words (useless, 

poor, terrible, slow), indicating unhappiness and a negative opinion of the 

company.

As an avid tech trainer (and of course as a user), it’s been amazing to 

watch the evolution of artificial intelligence to the benefit of us, the end 

users. Autocorrect once only changed words that everyone commonly 

misspelled. Now, as the computing, processing, and Internet speed of 

each personal device has grown, so has the sophistication. For example, 

autocorrect now also changes words that are meaningful to you, in 

addition to the collective masses, and can even change and adjust spelling 

and grammar for context while you’re still typing the sentence. Incredible.

I can give you a very clear picture of how rapidly the artificial 

intelligence industry is evolving by summing it up in one sentence: 

ChatGPT, which is now a household name and has single handedly 

changed the way we work and think, was only launched in November 

Chapter 1  An Introduction to Chat and Generative AI 
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of 2022. Sounds crazy, right? It’s absolutely bonkers how quickly the 

technology has evolved and continues to evolve. Here’s the thing: It’s 

impossible to talk about any AI, Copilot included, without making sure you 

have a proper introduction to OpenAI.

�OpenAI Is Created… and Begins Creating
While ChatGPT was launched to the masses in late 2022 and the AI 

technology would grow to be used by 180 million people as part of their 

daily lives, the product itself was developed by OpenAI, which was 

founded in 2015 as an artificial intelligence research organization. The 

founders list consisted of computer scientists and entrepreneurs, among 

them Trevor Blackwell, Greg Brockman, Ilya Sutskever, Andrej Karpathy, 

Vicki Cheung, Durk Kingma, Jessica Livingston, Pamela Vagata, John 

Schulman, Sam Altman, Elon Musk, and Wojciech Zaremba (Musk later 

left to focus on Tesla rather than continue a possible conflict of interest 

with OpenAI development).

In 2018, OpenAI released a report introducing the world to the concept 

of a “Generative Pre-trained Transformer” (that’s where the GPT acronym 

comes from, most commonly associated with ChatGPT), a method of 

deep learning in which large language models (LLMs) are trained in an 

unsupervised manner to predict the next word in a sentence to generate 

text that sounds human.

Let’s back up a bit.

�Language Models Become… Larger
You’ll hear the phrase large language model thrown around a lot when 

learning about generative AI. A large language model is an algorithm, 

a form of natural language processing that is based on probability and 

Chapter 1  An Introduction to Chat and Generative AI 
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pattern recognition. In other words, the model is given partial sentences 

and is then taught how to predict via pattern matching, mathematics, and 

statistics what most likely should come next to complete the sentence.

Take this sentence for example:

I want to go to the _______.

There’s plenty of words that could come next here, but there’s also a 

definite set of words that could not go next, as it would cause the sentence 

to make no sense grammatically or practically. The words italicized below 

can’t possibly work, so their candidacy as the next possible word can be 

eliminated.

I want to go to the _______.

store

car

museum

red

sad

jumping

Once the LLM has used this prediction method to construct the 

response, it’s then taught to continuously transform itself, spreading into 

longer sentences, paragraphs, and continuing the response to even greater 

lengths. Given the large scope of the model’s ability to predict, transform, 

summarize, and continuously generate content along with the vast bank of 

data it’s been trained on, it’s appropriately titled as a large language model.

What are those datasets the large language models are pre-trained on? 

Content, lots of content, most of which is found on the Internet: web pages, 

books, articles, journals, etc. Due to the nature of having to pre-train these 

language models, the various versions of ChatGPT are limited to answers 

that were acquired during the respective training scope of that particular 

Chapter 1  An Introduction to Chat and Generative AI 
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version. For example, earlier versions of ChatGPT were limited to a result 

set dating September 2021 and before. In other words, previously if you 

had asked ChatGPT what movies a particular actor or actress has been in, 

it would have only returned those movies before September 2021, even if 

they’ve been in movies since then.

This very important backstory does have a purpose, I promise. It all 

comes back to why you’re here, and that’s to learn how to use Copilot. And 

again, it all comes back to OpenAI. Microsoft invested 1 billion toward 

OpenAI in 2019 and then an additional 10 billion in 2023. A large majority 

of these funds went toward computing power – the dominant currency 

in AI. Regardless, the investment opened the doors to integrating AI into 

Bing in the Microsoft Edge browser based on ChatGPT’s technology. Then 

called Bing Chat (now simply called Copilot), users could harness the 

power of chat AI right in the browser itself, asking questions about content 

on any web page. While not an issue anymore, at the time, this was able to 

eliminate that pesky 2021 date scope barrier.

You may have previously used ChatGPT before or tried it in some way 

or situation. You may never have typed anything into an AI chat window 

before, or even seen one. Either scenario is perfectly fine for this book – I’m 

happy you’re here, and even if you’ve chatted with AI before, it’s always 

worth it to have at least a little refresher before we move onto using these 

scenarios in the Microsoft apps with Copilot, and this foundation can 

help you make better prompts – or, at the very least, gain an appreciation 

for the incredible amount of computation that occurs to make a machine 

sound human.

In fact, even though I started this book’s history lesson starting at 

1999 with a music streaming service, if you wanted to know when the first 

attempt at conversational AI was pioneered, we would need to go even 

further back to 1966 when a computer scientist at MIT named Joseph 

Weizenbaum created the first chatbot named ELIZA. The most popular 

use of ELIZA was taking the user through a back-and-forth conversation 

like the way a psychiatrist might interact with a patient, the user being 
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the patient. While ELIZA was preprogrammed with canned responses 

and was not sophisticated enough to be used as a real tool, its primary 

purpose was to explore how we as humans interact with machines using 

natural language. ELIZA was, however, sophisticated enough to be capable 

of attempting the Turing test, Alan Turing’s methodology that we still 

use to this day to determine whether a machine or computer system is 

impersonating a human being or not. (Fun fact: As recent as October 2023, 

ELIZA beat ChatGPT-3.5 in a Turing test performed by a UC San Diego 

study on artificial intelligence.)

Figure 1-1.  ELIZA is still available in its original form online through 
emulators

Another notable AI supercomputer capable of chatting in natural 

language is IBM Watson. Watson was developed to be a question- 

answering natural language system and made its debut in 2011 competing 

against humans on the television show Jeopardy!. Watson famously beat 
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former champions Ken Jennings and Brad Rutter in one such match. 

Its winnings were donated to charity, and the world was given its first 

glimpse how a natural language chatbot can serve a real purpose – solving 

problems, sharing knowledge, and answering questions.

�Chatting with a Machine Is Like Chatting 
with a Friend
Today’s AI chat capabilities typically work in the same convenient, instant 

way you’d chat with a friend, or a customer service chat window. You can 

type your question into the chat window or ask the chat AI to generate 

something for you. All that computing power that previously examined 

the knowledge of those large datasets and transformed them into tokens 

that can recognize patterns then culminates into a response that sounds, 

seems, and feels like you’re talking to another human being. And unlike 

a search engine, which starts over with a new search every time, you can 

continue your chat and retain the existing context of the conversation 

to refine the output with the chat AI, adding more context until you 

specifically start a new chat. You don’t have to restate the problem every 

time; the context remains in that chat thread.

Figure 1-2.  A sample conversion via Teams
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