
AI Skills
Workshop 1

What would you like to 
work on?

office.com/chat

copilot-academy.com



AI is not magic
it's a skill



Expectations

No AI hype
Practical, real world applications, no marketing talk



Excel basics

40
hours of focused practice

Driving licence

45
lessons

Instrument basics

100+
hours of practice

Learning to work with AI is a skill.
Make time for it.



2

The AI Skills Programme (16 hours)

AI Literacy

1 hour | E-learning

AI Basis Skills

3 
hours

AI Kennisbank

4 hours

Workshop 1 Workshop 2

3 
hours

4 hours

AI Workflow

41 3



Find:
Slides
Downloads
Exercises

basis.copilot-academy.nl



Agenda

1. AI language model: What is it?
2. Copilot: How do I use it?
3. Prompts: How do I write them?



AI Literacy
What is it and what can it do?



Choose a number below 6

"The best pet is a..."

1. Dog
2. Cat
3. Fish
4. Rabbit
5. Turtle
6. Guinea pig



Prompt 
“The best pet is a...”

Dog
Cat
Fish

60%

30%

10%



The best pet for everyone to have? Give me 1 animal, no advice!

Copilot

Dog

The best pet for everyone to have? Give me 1 animal, no advice!

Copilot

Cat

The best pet for everyone to have? Give me 1 animal, no advice!

Copilot

Goldfish



Just like in your email, it predicts words

Trained to
recognise patterns in text.

and thereby
predict words accurately.



The 3 major language models

M365 & PrivacyData Writing General



AI Chat 
Hallucinates

±3%



Hallucination example: Obvious error

5.11 or 5.3: which is larger?

5.11 is larger than 5.3. Looking at the numbers, 
you can see that 5.11 has more decimal places 
and therefore represents a greater value than 5.3.



Hallucination example: Convincing, but not true

How do I use the “Smart Summarize” 
feature in Microsoft Word?

The “Smart Summarize” feature in Microsoft Word helps you quickly and 
efficiently extract the key points from a document. Here is a step-by-step 
guide to using this feature:

1. Open your document: Make sure you have opened the document 
you want to summarize.

2. Go to the “Insert” tab: Click on the “Insert” tab in the ribbon menu 
at the top of the screen.

3. Select “Smart Summarize”: Find the “Smart Summarize” option in 
the menu and click it.



Troubleshoot or minimize hallucinations

Have Copilot say “I don’t 
know” if it doesn’t know

Tell Copilot to answer only if it is 
very confident in its response

Have Copilot think before 
answering

Ask Copilot to find relevant 
quotes from long documents 



Session 1 agenda

1. AI language model: What is it?
2. Copilot: How do I use it?
3. Prompts: How do I write them?



Where is Copilot..? m365copilot.com

Copilot Chat

m365copilot.com

Copilot in every app

Tailored to the app’s function



Activity: What can I do with it?  

Open Copilot -> office.com/chat

3 min

I am a [role] at [organisation] with these [tasks].
Give me 3 things Copilot can do for my work, from 
simple to advanced. Describe each in 1-3 sentences.

Now give me 1 use case I wouldn't think of myself.



Activity: Copilot Chat

Analyse this document and give me 
3 insights for my [describe role]

Put it in a table.

Generate 3 action points.

5 min

1

2

3

Add document



What can you do with Copilot? 

Analyse these 3 quotes and create a comparison table 
with pros, cons, and advice.

Compare these 5 project proposals on ROI, risk, and 
impact, and write a strategic recommendation for Q1

Summarise this 50-page report in 5 key points 
for my manager.

AI Skill Level



Agenda

1. AI language model: What is it?
2. Copilot: How do I use it?
3. Prompts: How do I write them?



Prompting
How do I write good instructions?



The ‘instruction’ for the chat.

Your CONTROL over the output.

What is a prompt?



Short questions = generic answers

Prompting as if it were Google

Create a presentation...
Summarize this...
Write an email...

Improve this document ...



Effective prompt = From report to insight in 1 min

Report Insights

Prompt

TASK: Analyze this report and extract the communication 
insights

CONTEXT: As a communications professional, you need 
to identify the key findings and messages from the report 
for further communication. 

ROLE: You are an experienced communications 
professional who reviews reports to gather actionable 
insights. 

FORMAT: Create a communication analysis with these 
sections: Key messages, target audiences, 
communication opportunities, and next steps



Prompting in 4 building blocks

Specify the task

Provide background information

Use a role or expertise

Describe the desired output



When do you write 
a sharp prompt?

When you want to do “REAL” work



Choose 1 task 
you want to work on right now

Examples

“Write an advisory report on …”
“Prepare a client meeting”

“Onboard a new employee”



Open a blank text 
document

Notepad, Word, etc.

Choose a document 
to work with.

Prompt lab activity

1 2



Be specific about what you want and use action verbs.

"Write a summary..."
"Make this invitation more formal..."
"Review the text for clarity...”

Always start with the 
clearest possible TASK



Provide context context for better 
results

Relevant information = better output.

Team info, goals, constraints, target audience, 
project knowledge, organisation, etc.



What is the specific task?

What information is relevant? Team, 
goals, target audience, project knowledge.

Task: Create a detailed agenda for a meeting of 
90 minutes.

Context: It is a strategy meeting about the 
launch of a new product. There are 9 
participants from communications, web design
and sales. The goal of the meeting is...

Write the prompt in a text document 4 min



Copy your prompt to the chat, test and improve

Task: Create a detailed agenda for a 
meeting of 90 minutes.

Context: It is a strategy meeting about 
the launch of a new product. There are 
9 participants from communications, 
web design and sales. 

Output not great?
Improve your prompt



Set the perspective

What role do you assign the AI?
What expertise do you draw on? 

Financial analyst with expertise in investment reports
Marketing strategist with expertise in digital campaigns
Technical writer with expertise in IT documentation



Describe the end result

Table, list, summary, step-by-step plan, report 
with chapters, schedule with deadlines

Specific in, specific out.



Role: You are an experienced project manager 
with 10 years of expertise in Agile work.

Format: Create a run sheet in table format 
with activities, outcomes, timing and tips for 
me as the facilitator.

Add Role and Format to your prompt 3 min

HOW it looks: plain text, table, CSV
WHAT it contains: agenda, report, action 

list

Financial director at a startup



Copy your prompt to the chat, test and improve

Task: Create a detailed agenda for a 
meeting of 90 minutes.

Context: It is a strategy meeting about the 
launch of a new product. There are 9 
participants from web design and sales. 

Role: You are an experienced project 
manager with 10 years of expertise in Agile 
work.

Format: Create a run sheet in table format 
with activities, outcomes, timing and tips for 
me as the facilitator.

Output not great?
Improve your prompt





RULES:
- NO emojis
- ALWAYS sentence case for
headings, never title case

EXTRA PROMPT BUILDING BLOCK: RULES



Prompt tips

“What questions do you 
have before we start?”

The model always has questions. 
Your answers lead to more relevant output.



Prompt tips

Use BRACKETS to separate 
instruction from content

Improve this prompt [paste your prompt here]



Prompt tips

“Write for an English-speaking 
audience.”

Models are primarily trained on English text. 
Specify your target audience for better tone and style.



Summary Workshop Foundation

AI predicts words 

Vague prompt = vague output

Copilot 60%, your expertise 40%

Copilot can sound like a robot
We will fix that in the next session.



Write it down and bring it along:

✓ What do you want to do?
✓ Who is it for?
✓ What is the desired outcome?

Choose 1 work task for workshop 2
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