
Microsoft Copilot 
in Word, Excel, 

PowerPoint and 
Outlook 



• Generative AI or GenAI
• ChatBot or GenAI Chatbot
• AI Assistant
• Natural Language Processing (NLP)
• Large Language Model (LLM) 

Grammarly

DeepSeek

Grok

Copilot







Side-by-Side Comparison of Copilot Chat and 
Microsoft 365 Apps



Copilot in PowerPoint



Create a Presentation from scratch

• Initially, start with a Blank 
Slide Presentation, Prompt: 
“Create a Presentation 
about Overview of Cambodia 
Primary School Education 
System”



Modify and Organize exist presentation

• Add a slide presentation, Prompt: 
“Add a slide about number of 
primary school in Cambodia” 

• Add a topic presentation, Prompt: 
“Add a topic about Education 
System of Private Schools in 
Cambodia”



Create presentation from a file

• Create presentation from a 
file, Prompt: “create a 
presentation about 
[filename]”



Create presentation from your organization 
template
• Create presentation from 

organization template, 
Prompt: “Create a 
presentation about High 
School Education System in 
Cambodia of 2025”



Copilot in Excel



Clean Data

• Ask formular, Prompt: “I want to change column 'Region' text to 
the proper case and trim any spaces”

• Replace Value of Column, Prompt: “Replace all occurrences of 
In-store with Store in column H2-H9649”

• Change Column Formatting, Prompt: “Change the number 
formatting of columns I to L to comma style, 2 decimal places”



Add Formular Column

• Extract Month, Prompt: “Add a formula column that extracts the 
month from the Invoice Date column. I would like the month to 
be in the format mmm”

• Calculate Profit, Prompt: “Add a formula column that calculate 
profit based on column Total Sales and COGS”



Highlight cells: Conditional formatting 

• Add Background Color to Column, Prompt: “Highlight in the Totals 
Sales column all values that are greater than or equal to 60,000.Highlight 
with light green background fill”

• Add Background color to entire row, Prompt: “Highlight the entire row 
of the table with red background fill when value in  the profit column is 
less than 25000”

• Add Data bar, Prompt: “Add Green data bar to Units Sold”



Sort

• Sort A-Z, Prompt “Sort the dataset by the Retailer column A-Z”
• Sort Number, Prompt “Sort the dataset by the Profit column 

largest to smallest”
• Filter column, Prompt “Filter Dataset to show only records where 

the state in Florida”



Analyze data with Pivots Table and Pivots 
Chart
• Maximum Profit Retailer, Prompt: “Which Retailer has generated 

the highest profit?”
• Average Profit Retailer, Prompt: “Show average units sold for 

New York by Retailer with Bar Chart”



Copilot in Word



Draft Document in Word

• Prompt: “Digital literacy 
of high school students 
in cambodia”



Rewrite and Edit Document



Summarize Documents

• Summary current document, Prompt: 
“Summarize this document”

• Summary from another document, 
Prompt: “Summarize this document 
/”



Copilot in Outlook



Draft a new Message

• Purpose of Message, Prompt: 
“Invite Non-Profit Governmental 
Organization (NGO) to join ICT Learning 
Forum 2025 that discuss about Microsoft 
Copilot in Word, Excel, Outlook and 
PowerPoint”



Coaching by Copilot



Summarize message and draft reply



Find the files and ask Questions

• Find the file, Prompt: “Find the latest Minute of Staff Meeting?”
• Ask the Question, Prompt: “When is Deadline of Case Study?”



Thanks for your attention
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