Using Copilot in MS WORD 365

Word with the Copilot [image: ]function shown in the menu. A paragraph of text has been typed in for this demonstration.
[image: A screenshot of a computer

AI-generated content may be incorrect.]

Click or tap [image: ]
The editor side panel has the following:
· Editor Score
· Formal writing
· Correctios
· Refinements
· Similarity
· Insights


This appears in your Word Window as shown below:


[image: A screenshot of a computer

AI-generated content may be incorrect.]

Click or tap each to activate. The results are presented below:
Editor Score
[image: A white rectangular sign with black text

AI-generated content may be incorrect.]
Formal writing
In this demonstration it is set to Casual
[image: ]
Corrections
The spelling and grammar are corrected in the document. Spelling errors are marked in red, grammar errors in blue.
[image: A close up of black text

AI-generated content may be incorrect.]
In the Editor panel the number of occurrences is shown:
[image: A screenshot of a phone

AI-generated content may be incorrect.]
Refinements
The author’s example appears to be, OK? Imagine that.
[image: A white rectangular object with a black border

AI-generated content may be incorrect.]


Similarity
The process took about 10 minutes. A message that it was checking displayed until this one appeared. The author did not expect an answer. See below for an example that should work.
[image: A screenshot of a computer

AI-generated content may be incorrect.]

Insights
Clicking or tapping the Document Stats box produces:
[image: A screenshot of a computer

AI-generated content may be incorrect.]






In the WORD document menu clicking [image: ] produces the following:
[image: ]
Click on this.
[image: A white box with black text

AI-generated content may be incorrect.]
Put this suggested question into the question box:
[image: A screenshot of a computer

AI-generated content may be incorrect.]


This is the answer:

[image: A screenshot of a cell phone

AI-generated content may be incorrect.]



The following is an example of Copilot where the author asks for a Similarity check. First, the text to be checked, followed by copilot’s answer.
[image: A screenshot of a computer

AI-generated content may be incorrect.]




Response:
[image: A screenshot of a computer

AI-generated content may be incorrect.]

The first paragraph was underlined. When I clicked that, copilot provided this explanation.
[image: A screenshot of a computer

AI-generated content may be incorrect.]

An example of help from copilot. The first sentence I this document has “been typed” underscored. Click on this to see copilot’s response.
[image: A screenshot of a computer

AI-generated content may be incorrect.]

Copilot brings up a work box shown below:
[image: A screenshot of a computer

AI-generated content may be incorrect.]



image5.png
Editor Score
Calculated at 100 words





image6.png
Casual writing v

Formal

Professional

v Casual




image7.png
This is a example that yskes the
sentence may have some effect
‘grammar hoping that the messa




image8.png
Spelling

Grammar




image9.png
Condiseness




image10.png
gy O%ofyourtexts simiarto
online sources.

Similarities reviewed 0/0




image11.png
Readability

Counts
Words
Characters
Paragraphs
Sentences
Averages
Sentences per Paragraph
Words per Sentence
Characters per Word
Readabilty
Flesch Reading Ease.
Flesch-Kincaid Grade Level
Passive Sentences

30
185
a1





image12.png
Copilot




image13.png
Page 1 0f 1

56 words

]

This is a example that uses the Al Copilot. The idea s to see w
sentence may have some effect without being to clear about{
‘grammar hoping that the message is felt by the reader while ti

O3 Text Predictions: On T7, Accessibility: Good to go

Copilot v X

o Copilot

Your everyday Al companion

(D Ask

How can | more concisely describe [time
management?]

Is there a callto action?

What's the purpose of the doc? | | G

Ask me anything about this document

BB 9

T Focus B -—8——+ 100%




image14.png
(D Ask

How can | more concisely describe [time
management?]




image15.png
How can | more concisely describe





image16.png
How can | more concisely describe

@ Copilot Agensrated comten may be ncorrect

Hi John! I'd be happy to help you make your
description more concise.

Original Sentence: "This is a example that
uses the Al Copilot. The idea is to see what
Copilot does. A very long sentence may have
some effect without being to clear about the
content of the sentence or the grammar
hoping that the message is felt by the reader
while they peruse this having a cup of
coffee”

Concise Version: "This example
demonstrates Al Copilot's capabilities. The
goal is to observe its functionality. A lengthy
sentence might impact clarity, but the
message should still resonate with the reader
enjoying a coffee.”

Feel free to let me know if you need further
adjustments or have any other questions! @

et 0 &9




image17.png
Page 10f 1

16Twords [

]

Activities Unlimited (AU) is a dynamic
organization that provides retired and semi-
retired men an opportunity to participate ina
wide variety of hobbies and activities. It
allows them to come together in the spirit of
fellowship to enrich their lives with new and
lasting friendships. We have been active for
more than 35 years and have over 300
members who participate in more than 20
club activities. AU also sponsors many other
exciting and interesting functions, including
trips and tours, an annual breakfast, a special
luncheon and a Christmas Dinner Dance.

We have a monthly meeting where we have
entertainment or speakers of interest address
us. Activities Unlimited is a non-profit, non-
and non-political organization that
is sponsored by the Wyckoff Reformed
Church.

We encourage you to explore our website, the
activities we currently offer and our
Newsletter. Should you wish to join, please
click the Membership Link which will take you
to our Membership section where details
about joining and an application form wil
found.

Text Predictions: On

Editor

v
>

T Focus

Editor Score 83 %
—
Formal writing v
Corrections
Spelling v
Grammar v
Refinements
Clarity 1
Conciseness v
Formality 1
Inclusiveness v
Punctuation Conventions 2
Resume v

Sensitive Geopolitical References ¥

Vocabulary v

Similarity
Check for similarity to online

L]
BE B B - ——F+——+




image18.png
ity

gy 90% ofyourtext s similar to
online sources.

Similarities reviewed 0/3




image19.png
Formal wri
Corrections
Spelling
Grammar
trips P
luncheon and 2 Christmas Dinner Dance, o
Similarty checker prevViEW.

Similar to online source

Activities Unlimited (AU) is a dynamic organization that provides
retired and semi-retired men an opportunity to partici..

Activities Unlimited Men's Club
activitiesunlimited.org Ponersd by Bing

—+ Add in-text citation
[ Copy full citation

More possible sources

@





image20.png
Apamagahfesthos b pgimtortis |

Clarty
Saying who or what cid the action would be clearer

Maiings  Review View

41 @y Rewrite this with Copilot

)
Dicute Addins
y @





image21.png
Word with the Copilot ofunctmn shown in the ment

Rewrite with Copilot  10f3 >
This is a sample paragraph for demonstration purposes.

Al-genersted content may b incorect

S Insert below || © | ‘ | What do you want Copilt to change?

— S





image1.png




image2.png
Fle Home Insert Draw Design Layout References Mailngs Review View Help Acrobat | & | [

w /O E} \! EE /& Editor

paste [0 Font | Pasgrph | soies | Edting | Adobe | Dictate | Addns | % CoPlet
? T o

Clipboard 1 Styles Voice | Add-ins ~

O . = . 1 . 2 . 3 . 0 . B . s
=]

This is a example that uses the Al Copilot. The idea is to see what Copilot does. A very long
sentence may have some effect without being to clear about the content of the sentence o the
‘grammar hoping that the message is felt by the reader while they peruse this having a cup of coffee.

Pagei1of1 S6words [[}  Text Predictions: On T Focus

B -— -+ 1%





image3.png
/£ Editor




image4.png
Home Insert Draw Design Layout Referer Mailing Review View Help Acroba | & |[Z

File
OO & editor
A O B 8 @
paste [0 Font  Paguph | soes | Edtng  Adobe | pictote | Addeins |9 COPIEt
Tl - E AR e S
Cipbord soies Voice | Addins
L v v =4 . 1 i 2
= Editor v ox

Page 10f 1

This is a example that uses the Al
sentence may have some effectw
grammar hoping that the message

sewords [[}  Text Predictions: On T Focus

Editor Score
Calculated at 100 words

Formal writing v
Corrections

Spelling v

Grammar 3
Refinements

Conciseness v

larity

Check for similarity to online
sources

Insights

Document stats

B -—+——+ 1%





