
Get the most out of Copilot 

Workday efficiencies with Copilot 

Summarize a 
long PDF

Turn a 20-page, 
jargon-filled PDF into 5 
bullets using Copilot in 

Edge

Draft emails and 
social content

Use as your 
professional writer on 

call to draft emails, 
captions, and more

Generate 
images

Leave behind stock 
images and text-only 

reports in favor of 
custom-generated 

images for emails, on 
social, and more

Learn new 
skills

Ask questions tailored 
to your needs and 

interests to get 
consolidated key 
points from the 
internet for you

Get answers for 
specific and 

complex questions

Elegantly handle 
questions that require 
multiple data points or 

a degree of analysis

Copilot is the new way to search…and more

Note: Select the Copilot icon to open or close the Edge sidebar. 

If Edge sidebar doesn’t work for you, please see sidebar settings guidance in the “Additional Resources” section of this guide.
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Try summarizing a web page, PDF, or document

3

12

3

Try writing an email based on web content

Try the Compose template to create professional and 
customer-ready content

Add to site

Compose

Example: 
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Change the dimensions

Try creating an image from your imagination

"Create an image of a shark jumping out of a coffee mug"


