Using Microsoft Copilot Search

Copilot Search is the unified search home in the Microsoft 365 Copilot app, designed to quickly
surface people, chats, meetings, and files — with handy Recent, Shared, Favourites, and
Recommendations to get you back to work fast.

It retrieves results across Microsoft 365 while honouring your existing permissions and enterprise
privacy controls. You can filter by type (files, people, meetings, chats) and open any result in Copilot
Chat to ask questions, summarise, or draft next steps from the file.
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Because Copilotis updated frequently, some features or interface details described here
may not always match the current version.

Search bar

Use the search bar to find files, apps, and people. Type in your keywords to find specific information
across these categories. A dropdown menu shows recently shared files as well as colleagues you
have contacted.

Click the app tiles to open these in a new browser tab.
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Recommended

‘Recommended’ tiles show relevant files, each with suggested prompts to help you open them or
continue working with Copilot.
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Click a suggested prompt to run it or select Ask to type your own.
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Give me a list of actions braken down by assigned person.

@& copilot

Here is a clean, concise list of all actions from the meeting minutes, grouped by assigned person
(including groups such as "Programme Leads”).

Source: ¢ University_TLC_Mestin...

Quick access

Scroll down the page to view a list of recently shared files. Use the three tabs — Recent, Shared, and
Favourites — to jump back to important items. The Shared tab is where you'll find recently shared
files, showing who shared the document and when; Recent lists files you've opened or edited;
Favourites gathers anything you've marked for quick access. Scroll to browse, click on any document
title to open it in a new tab.
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Clicking more options (...) on any file opens the item context menu. You can Open (choose how to
open), Share, Add to, Unfavourite, Download, Delete, or Convert to PDF. Available actions vary by
file type and your permissions.

1|
=

Recent  Shared  Favourites Type v Location v Person v

- i i <
Wi SUEE-RE T BT AR & e Draft an email seeking fee... +3
Demo, Training's Files = Yesterday

(5 Open >
. . . . &
N Staff_Induction_Checklist_Engineering # Share > eforarevi. +3
Demo, Training's Files » Yesterday
+ Addto >
. - o )
&l Project_Charter_Admissions CRM % X% Unfavorite Bpelling titles +3
Demo, Training's Files » Yesterday
1 Download
% [ﬂ] Delete
il Outreach_Taster_Day_Plan_June_2026 <. Create a FAQ +3
Demo, Training's Files » Yesterday
pr[_,'é Convert to PDF
Suggested prompts

Suggested prompts are quick, context-aware actions you can run on a file. Depending on the
document, they could include things like Draft an introduction, List action items, or Create a
summary.

You will see a few suggestions for each file, with extra prompts hidden in a dropdown menu. Click the
+3 to see extra prompt ideas.
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Click any suggestion to instruct Copilot to run the query. A new chat will open with this prompt -
once it finishes generating, you will see Copilot’s response. You can then follow up with further
prompts.
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Create an FAQ based on 2026-Q2_Al_in_Education_Plan that includes
clear headings and bullet points to enhance readability. Ensure that
the document is structured in a way that addresses common
questions effectively and provides comprehensive answers for the
intended audience. Consider using Markdown to format the

document for easy sharing and distribution.

@ Copilot

Below is a clean, well-structured Markdown FAQ based solely on the content of
2026-Q2_Al_in_FEducation_Plan. Let me know if you'd like this turned into a PDF, Word doc, or placed on a
Page.

Document preview

Hover over any document title to view a preview. An Insights box will tell you who created a document
and when it was last edited.
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You’ll see a message box underneath the Insights box —type your own prompt here. A new chat will
open once you submit your prompt.

@ Interdepartment...
Help me prepare to deliver this presentation. | want a list of

questions that people might ask

Interdepartmental Briefing_Timetable Optimisation.pptx

@ Copilot

Here's a concise, presentation-ready list of questions your audience might ask, based strictly on the content

of your slides (Why Change, Pilot Scope, and the Interdepartmental Briefing context).

Filters
Click Type to filter results by file type.
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Further information and help

— This resource was created by the Al Learning Lab, part of the university’s Digital Skills Team. Find
more information and upcoming training on our SharePoint site.

— Check out our other guides on Toolkit.

— Use MylT to log a call with the IT Service Desk: myit.abdn.ac.uk/

— If youwant to learn in more detail you can use Microsoft’s Copilot Chat help & learning for tutorials,
videos and helpful hints.



https://365abdn.sharepoint.com/sites/AILearningLab
https://www.abdn.ac.uk/toolkit/skills/ms-copilot/
https://myit.abdn.ac.uk/
https://support.microsoft.com/en-us/topic/get-started-with-microsoft-365-copilot-chat-5b00a52d-7296-48ee-b938-b95b7209f737
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