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Microsoft Copilot was launched on February 7, 2023,
as a chatbot integrated with Microsoft Edge. Later, it
was expanded to other platforms like Windows,
Microsoft 365, Android, and IOS. It aimed to integrate
generative Al into everyday productivity tools. It was
built using advanced language models, enabling users
to interact with the digital world by providing
questions and, in return, getting intelligent
suggestions. Its seamless integration with the
Microsoft 365 suite - Excel, Outlook, Word, and
Teams has made it a major player in the market.

The article explores how integration with these
platforms has enhanced workplace productivity,
allowing professionals to focus on creating strategy
and thinking creatively instead of doing manual tasks.

I. REDEFINING COLLABORATION THROUGH
MICROSOFT TEAMS

Copilot strengthens Microsoft Teams with its

following features:

e Meeting summarization, Real-Time Updates, and
Task Tracking: Copilot can automatically
generate a recap of the meeting, highlighting the
key points of the discussion and lists action items.
It also provides real-time updates on project
progress and tasks, suggests follow-up questions,
and lists what questions are unresolved. It keeps
track of deadlines, ensuring none are missed.

e Access to Information: Copilot can analyze
meeting notes and answer questions, gathering
relevant information, thus reducing the time and
effort of the user. It can summarize chat threads,
allowing users to quickly grab the context of the
discussion.

e Automation and Improved Decision Making:
Copilot can automate tasks such as generating
reports, assist in meeting scheduling, and sending
reminders, allowing users to concentrate on other

IJIRT 180564

important tasks. It allows users to make faster and
independent decisions based on data and
conversations.

e Reduced Email and Messaging Load: It is
capable of summarizing email threads, suggesting
responses, and prioritizing messages, thus
reducing and managing messages and email
overload.

e Integration with Microsoft 365: Copilot has
integrated with Microsoft 365 tools, allowing
users to access data and resources from other
Microsoft applications. Copilot extracts data from
other applications using natural language and
machine learning processing.

II. MODERNIZING DOCUMENT CREATION IN
WORD

For writing an article, the most preferred tool that

comes to mind is Microsoft Word, and its integration

with Copilot has made the experience even better.

Copilot's intelligence writing assistance helps in

creating drafts, editing, and summaries. It also helps

with proofreading, creating visuals, and creating
content efficiently, thus saving time and providing
accuracy.

Copilot strengthens Word with its following features:

e Content Generation: Copilot helps users create
initial drafts from scratch by providing basic
prompts. It can even write full paragraphs based
on these prompts. Prompts can be given
accordingly when writing a paragraph involving
specific data.

e Formatting: Copilot assists in formatting
documents as per the user's requirements, also
suggesting  formats available based on
professionalism.

e Editing, Proofreading, and Personalised
Suggestions: Based on clarity, tone, and style,
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Copilot suggests ideas for improvement and
provides personalised suggestions. It also
identifies and corrects spelling, grammar, and
punctuation errors.

e Summarization and Visualization: It is capable of
providing summaries of long documents,
allowing the user to identify key points. It also
helps to create charts, tables, and graphs to
visually enhance the document.

e Translation: Copilot is capable of translating text
from one language to another.

e Integration: Copilot is capable of pulling data and
tracking changes from other Microsoft apps, like
Outlook emails, to align content with accurate
information. This ensures content remains
updated.

e Automation: Copilot can automate tasks, allowing
users to concentrate on other important tasks.

III. ENHANCING DATA ANALYSIS USING
EXCEL

Excel has long been known as a powerful tool for data
manipulation and analysis, and with the introduction
of Copilot, it has become even more powerful. Copilot
interacts with users to gather data and produces results
without the need for the user to write complex
formulas.

Copilot strengthens Excel with its following features:

e Data Analysis: Copilot helps users to analyse
complex data sets, identify patterns, and generate
visualisations. For example, a user can ask
questions like “What were our least performing
products of last quarter?” and Copilot will
generate visualisations and recommendations
based on this.

e Data Formatting, Cleaning, and Organisation: It
helps users in data formatting, cleaning, and
organisation, making the data easier to read and
understand. It automates repetitive tasks and
detects errors.

e Formula Creation: Earlier, users had to create
complex formulas that were time-consuming, but
with the introduction of Copilot, users can receive
assistance in creating complex formulas, thus
reducing time and errors.

e Forecast Future Trends: Copilot performs
predictive analysis, allowing users to forecast
future trends and make decisions accordingly.
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IV. MASTERING CREATIVE PRESENTATIONS
IN POWERPOINT

PowerPoint is an assistant that makes data more
presentable and visually appealing. It provides tools to
make presentations engaging and organized. It is
capable of presenting complex information clearly and
can be used for business as well as educational
purposes. Its integration with Copilot has enhanced
these features due to Al assistance.

Copilot strengthens PowerPoint with its following

features:

e Drafting and Content Generation: Copilot helps to
create presentations from scratch, suggest ideas,
and pull relevant data from other Microsoft
applications. It is capable of converting Word
documents into a presentation, making it visually
appealing and easy to understand.

e Designs and Formats: PowerPoint was inbuilt
with various design elements, several templates,
and Copilot has enhanced these features by
suggesting applicable design elements, visual
styles, and layout options. It is capable of
providing a professional look and feel as well as
an informal and creative one, if needed, in any
field. It also provides formatting suggestions to
improve the overall presentation.

e Data Mining and Summarisation: Copilot can
extract information from a presentation and
provide key points. It can answer questions from
its contents, allowing users to create to-the-point
and impactful presentations.

e Automation: Copilot can automate tasks like
content creation, design, and formatting, allowing
users to concentrate on other important tasks.

e Speaker Notes: Copilot is capable of generating
speaker notes, allowing users to create a
connection with the audience. It suggests visual
transitions and elements to enhance the
storytelling experience.

V. PRODUCTIVITY AND COMMUNICATION IN
OUTLOOK

Microsoft Copilot has enhanced efficiency in Outlook
by providing several tools, resulting in streamlining
workflows and boosting productivity.

Copilot strengthens Outlook with its following
features:
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e Inbox Management: Copilot scans email content
and prioritises emails based on sender and their
content. It can also summarise lengthy email
threads, thus save reading time, and provide quick
overviews. It also suggests prompts that need
quick action.

e Scheduling: It can analyse the calendar
availability and suggest meeting times
accordingly, simplifying the scheduling process.
Based on the meeting notes, it can provide
relevant documents and collaborate with other
Microsoft 365 apps to connect with the team
members and enhance communication.

e Automation: Copilot can suggest email responses,
saving time for other tasks, set reminders, create
calendar events, and assist in creating draft
emails.

VI. CONCLUSION

The addition of Copilot to the workplace has
transformed how people work. Human force is able to
shift towards a smarter workplace where technology
meets the human brain. Its integration into businesses
has enhanced efficiency and reduced the burden of
repetitive tasks. It allows employees to automate
content generation, summarise meetings, analyse
complex data, and communicate effectively.
Microsoft Copilot has been rapidly adopted by
industries and organisations. This presents a smarter
shift towards technology, and businesses have
unlocked new potential to innovate and adapt to such
technology.
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