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Using Copilot to help you learn
Overview
This guide explains how you can use Microsoft 365 Copilot itself as a learning tool to build your confidence and skills, both with Copilot and with other Microsoft 365 applications. 
Two built-in agents are particularly useful for learning: Prompt Coach, which helps you write better prompts and get more useful results from Copilot, and Learning Coach, which can create tailored learning plans and explain topics or tools in a structured way.
This approach works for learning Copilot itself and for building confidence with other Microsoft 365 tools such as Excel, SharePoint, Teams or PowerPoint. Suggested prompts throughout this guide can be used as starting points or adapted to your own needs.

The two learning agents in Copilot
	Prompt Coach
Helps you write better prompts and get more useful results from Copilot
	Learning Coach
Creates tailored learning plans and explains subjects or tools in a structured way

	The Prompt Coach acts as an in-chat mentor: you submit a prompt you have been using, and it analyses it, explains why it could be improved, and gives you a refined version to use instead. It uses a simple framework of Goal, Context, Expectations and Sources to help you build prompts that are clear and specific.
 
· Submit any prompt you have tried and ask for feedback on how to improve it
· Ask it to generate a well-structured prompt for a specific task you want to do
· Ask it to explain what makes a good prompt and give you examples
· Use it to practice prompting before working on something important
	Learning Coach acts as a personal tutor. You tell it what you want to learn, your current level of knowledge, and how you prefer to learn, and it builds a structured plan for you. It can explain concepts at different levels of complexity, quiz you to check your understanding, and suggest next steps. It works for any subject, including Copilot features, Microsoft 365 tools, or any topic relevant to your role at LSE.
 
· Ask it to create a learning plan for a specific Copilot feature or Microsoft 365 tool
· Ask it to explain a concept at a beginner, intermediate or advanced level
· Ask it to quiz you on what you have learned to check your understanding
· Ask it to break down a complex tool into simple steps you can practice one at a time


Navigate to one of the Copilot coaches
Prompt Coach
Learning Coach

Using Copilot Chat directly to learn
You do not need to use the specialist agents to learn. Copilot Chat itself is a powerful learning tool. 
	You can ask Copilot questions, request step-by-step explanations, ask it to show you examples, or ask it to act as a tutor and walk you through something at your own pace. The prompts below are a starting point.



	What you want to do
	Try this prompt

	Understand a Copilot feature
	Explain how Copilot in Teams works for someone who has never used it before. Give me a practical example of when I might use it in my role at a university.

	Learn by doing
	I want to learn how to use Copilot in Outlook to summarise email threads. Can you walk me through it step by step as if you were sitting next to me?

	Build confidence with prompting
	I am going to give you a prompt I have been using and I would like you to help me improve it. Here is my prompt: [paste your prompt]. What could I do differently?

	Get a learning plan
	I am new to Microsoft 365 Copilot and want to build my skills over the next two weeks. Can you create a simple day-by-day learning plan that does not take more than 15 minutes a day?

	Check your understanding
	I think I understand how Copilot in Excel works. Can you ask me five questions to test my knowledge and tell me how I have done?

	Understand a mistake
	I tried using Copilot to [describe what you did] and it did not give me what I expected. Can you help me understand what went wrong and how to ask it differently?

	Learn in your own words
	Explain the difference between Copilot Chat and using Copilot inside Word. Use plain language and avoid jargon.



Using Copilot to learn other Microsoft 365 tools
Ask Copilot to teach you any tool in the suite.
	Copilot is not just a tool for AI tasks. It is also an excellent tutor for any Microsoft 365 application. If you want to get better at Excel, SharePoint, Teams, PowerPoint or any other tool in the suite, you can ask Copilot to teach you, explain features, create practice exercises, or walk you through specific tasks. The examples below show how this works in practice.

	



	Tool
	Example prompt to try

	Excel
	I use Excel for basic data entry but want to get more confident with formulas. Can you explain the five most useful formulas for someone who works in a university administration role and give me a simple example of each?

	SharePoint
	I need to create a SharePoint page for my team but have never done it before. Can you walk me through the steps in plain language?

	Teams
	What are the most useful features in Microsoft Teams that people often do not know about? Explain each one in one sentence and tell me how to find it.

	PowerPoint
	I want to create more professional-looking presentations. Can you give me five practical tips for using PowerPoint effectively, with a brief explanation of each?

	Outlook
	I spend a lot of time managing emails and want to use Outlook more efficiently. What features or shortcuts would save me the most time? Explain each one simply.

	OneNote
	I have never used OneNote before. Can you explain what it is good for and give me a simple example of how someone in a university might use it day to day?


 

Tips for getting the most out of learning with Copilot
	What works well
	Things to keep in mind

	Be specific about your level: Tell Copilot whether you are a complete beginner or have some experience. This changes the depth and language of the response significantly.
	Copilot can get things wrong. As with any Copilot output, always verify instructions against Microsoft's official documentation if you are unsure, particularly for technical steps.

	Ask follow-up questions: If an explanation is not clear, ask Copilot to explain it differently or give you a simpler example. You can keep refining until it makes sense.
	It works best for concepts and guidance. For very hands-on tasks, such as learning complex Excel functions, pair Copilot's explanations with actual practice in the app at the same time.

	Ask it to slow down: If you are being walked through something step by step, you can say 'stop after each step and wait for me to tell you I am ready before continuing'.
	Shorter questions work better. One question at a time gives you a clearer, more focused answer than asking several things at once.

	Practice immediately: Ask Copilot to give you a short exercise to try after it explains something. Applying it straightaway helps it stick.
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