Mastering Microsoft

Copilot Prompting

Microsoft Copilot is an Al-powered assistant designed to enhance
productivity and creativity with intelligent suggestions.

Crafting a CLEAR Effective Prompt
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Provide background Explain the Specify the format, Identify where the Define what
relevant to the reasoning behind details, and scope information should successful output
prompt. the request. of the response. be drawn from. looks like.

Implementing the CLEAR Prompting Method

‘Develop a content plan for the upcoming product launch. Outline key
messaging, primary channels, and content delivery schedule. Use
insights from past launches and market trends. The plan should
maximize engagement and be readly for marketing team review."

CONTEXT LOGIC EXPECTATION

Upcoming product launch. To ensure a successful launch. Develop a content plan. Outline
key messaging, primary channels,
and content delivery schedule.

AUTHORITY RESULT
Use insights from past launches The plan should maximize
and market trends. engagement and be ready for

marketing team review.

8 Examples of Effective Copilot Prompts

“Summarize key takeaways and action items "Analyze customer satisfaction survey results to
from the client meeting on project requirements.” identify key trends and areas for improvement.”
"Draft a blog on the benefits of remote work, "Develop a marketing plan for the product launch,
focusing on productivity, work-life balance, and defining target audience, key messages,

cost savings." channels, and budget."

"Generate a list of efficiency improvements to "Write a press release announcing the company's
present to the board, including benefits and new partnership, highlighting benefits, key details,
implementation strategies." and quotes from executives.”

"Design a training program for new sales "Plan a corporate event to celebrate the
employees, including key topics, schedule, and company's anniversary, including objectives,

assessment methods." venue options, guest list, and budget.”

Watch our on-demand webinar
to master Copilot prompts:

Strategies to Drive Success

Get in touch with Sparta Services today to learn how we can
support your ongoing growth and success.
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