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Your Friendly Guide to Using Microsoft 
Copilot 
Practical Examples for Everyday Life 

What is Microsoft Copilot and How Can It Help You? 
 
Think of Microsoft Copilot as a helpful friend who lives inside your computer. Just like you 

might ask a friend for advice, directions, or help 
remembering something, you can ask Copilot 
questions using everyday language. You don't 
need to learn complicated commands or 
special words. Copilot is an AI assistant that 
Microsoft built right into Windows 11 and works 
with programs you may already use like Word, 
Excel, and Outlook [1]. 

What makes Copilot special is that it 
understands conversations just like talking to a 

real person. You can type or even speak your questions naturally, and Copilot will respond 
with helpful answers, suggestions, or actions. For example, you might say 'Help me write a 
thank-you note to my granddaughter' or 'Find my vacation photos from last summer,' and 
Copilot knows exactly what you mean [2]. Health-related topics dominate how people use 
Copilot on mobile devices, with users consistently turning to it for wellness support and 
health tips throughout the year [3]. 

Getting started is simple. On Windows 11, press the Windows key and C together on your 
keyboard, or look for the colorful Copilot icon on your taskbar at the bottom of your screen 
[4]. Click it once, and a friendly chat window opens on the right side of your screen. That's it—
you're ready to start asking questions and getting help with everyday tasks. 

Getting Started: Three Easy Ways to Open Copilot 
There are three simple ways to open Copilot, and you can use whichever feels most 
comfortable. First, the keyboard shortcut: Press the Windows key (it looks like four squares) 
and the letter C at the same time. This works from anywhere in Windows 11 [4]. Second, the 
taskbar button: Look at the bottom of your screen for a colorful circular icon. Click it once to 
open Copilot. If you don't see it, right-click on your taskbar, choose 'Taskbar settings,' and 
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turn on the Copilot option [1]. Third, through your web browser: Open Microsoft Edge (the 
blue and green wave icon) and visit copilot.microsoft.com. You can bookmark this page to 
find it easily later [4]. Once Copilot opens, you'll see a chat box where you can type your 
questions. At the top, you might see suggested questions to help you get started. Below the 
chat box is where you type your own questions or requests. Don't worry about making 
mistakes—you can always try asking in a different way if Copilot doesn't understand the first 
time. 

Healthcare and Wellness: Your Personal Health Information 
Helper 
Microsoft Copilot can help you understand health information without replacing your doctor's 
advice. Think of it as a way to prepare for doctor visits or understand medical terms better [5]. 
You can ask questions like 'What are common causes of knee pain in older adults?' or 
'Explain what blood pressure numbers mean in simple terms.' Copilot pulls information from 
trusted health sources including Harvard Health and provides clear, easy-to-understand 
explanations [6]. 

Preparing for Medical Appointments 

One of the most helpful features is preparing for medical appointments. Before visiting your 
doctor, you might ask Copilot 'What questions should I ask about managing arthritis?' or 
'Help me understand different treatment options for high cholesterol.' Copilot breaks down 
complex medical terms into everyday language, helping you feel more confident during 
appointments [5]. 

Understanding Medications 

For medication information, you can ask 'What should I know about taking calcium 
supplements?' or 'What foods should I avoid with this medication?' Copilot provides general 
guidance, but always follow your doctor's specific instructions [1]. 

Finding Healthcare Providers 

The health navigation feature, developed with Harvard Health, helps you find suitable doctors 
by asking 'Find me a cardiologist who speaks Spanish in Seattle' or 'I need a physical therapist 
near my zip code.' Copilot filters results based on specialty, location, and language 
preferences [6]. 

Health topics dominate mobile Copilot usage throughout the year, consistently ranking as the 
most common topic regardless of day, month, or time [3]. This demonstrates the strong 
demand for accessible health information and guidance. 
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Real Health Scenarios: Practical Examples You Can Try 
Let's walk through some real situations where Copilot can help with health and wellness. 
Imagine you're experiencing a new symptom and want to learn more before calling your 
doctor. Open Copilot and type: 'I've been feeling dizzy when I stand up quickly. What might 
cause this?' Copilot will explain common causes like dehydration, blood pressure changes, 
or medication side effects, and suggest keeping notes to share with your doctor [5]. For 
managing chronic conditions, you might ask: 'Create a simple daily checklist for managing 
type 2 diabetes.' Copilot can generate a personalized list including medication reminders, 
meal planning tips, and blood sugar tracking suggestions. You can save this list and share it 
with family members who help with your care [1]. Preparing for appointments becomes easier 
with prompts like 'I have a cardiology appointment next week. What questions should I ask 
about my recent chest pain?' Copilot provides a list of relevant questions covering symptoms, 
testing options, lifestyle changes, and treatment plans [5]. For understanding test results, try 
asking 'My doctor said my A1C is 7.2. What does this mean?' Copilot explains the numbers in 
plain language and what they indicate about your health. Remember, Copilot provides 
educational information to help you understand and ask better questions—it never replaces 
professional medical advice or emergency services [6]. 

Organizing Your Photos and Precious Memories 
Remember when all our photos lived in albums we could flip through? Now our pictures live 
on computers and phones, which can feel overwhelming. Microsoft Copilot includes a new 
feature called Auto-Categorization in the Windows Photos app that automatically sorts your 
pictures into helpful groups [7]. This feature works like having a helpful assistant who 
organizes your photo collection while you sleep. 

 
Auto-Categorization uses AI to recognize different types of images and automatically sorts 

them into four categories: 
screenshots, receipts, identity 
documents like passports or 
driver's licenses, and 
handwritten or printed notes 
[8]. The best part? It 
recognizes documents in any 
language, so a receipt in 
Spanish or notes in German 
get sorted correctly. 

To use this feature, you need 
Windows 11 and the updated 
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Microsoft Photos app. Open the Microsoft Store app on your computer, search for 'Microsoft 
Photos,' and click 'Update' if available. Once updated, open Photos and look at the left 
sidebar—you'll see new category sections like 'Receipts' and 'Identity Documents.' Your 
photos automatically sort themselves as you take or save new pictures. 

For finding specific photos, click on Photos and use the search bar at the top. Type what 
you're looking for like 'vacation 2024' or 'grandchildren birthday,' and Copilot helps surface 
relevant photos [7]. The categories in the sidebar let you quickly jump to that receipt from the 
pharmacy last month or find your passport photo when filling out forms. 

Photo Organization: Step-by-Step Examples 
Let's practice organizing and finding your photos with specific examples you can follow. First, 
finding vacation photos: Open the Photos app and click the search bar at the top. Type 
'summer 2025 beach' or 'trip to Florida.' Copilot searches not just file names but also 
recognizes what's in the photos—like beaches, palm trees, or landmarks [7]. Second, 
organizing family photos: You can ask Copilot directly: 'Show me all photos with my 
grandchildren from the last six months.' Copilot can recognize faces and group similar photos 
together. Create an album by selecting these photos, clicking the 'Add to' button, and 
choosing 'New album.' Name it something memorable like 'Emma and Jake 2026' [9]. Third, 
finding important documents: Need to find that insurance card you photographed? Open 
Photos, look at the left sidebar, and click 'Identity Documents.' All your IDs, insurance cards, 
and official documents appear in one place [8]. Fourth, recovering old receipts: Tax time or 
warranty claims become easier. Click 'Receipts' in the sidebar, and all photographed receipts 
appear organized by date. You can search within this category by typing the store name or 
date [7]. Fifth, using Copilot's memory feature: Copilot can remember your preferences. Tell it 
'Remember that I like to organize photos by family events' and it will apply this organization 
style in future suggestions [9]. The system learns what matters to you and gets better at 
helping over time. 

Task What to Do Example Prompt 

Finding Vacation Photos Open Photos app, click 
search bar, type location or 
season 

"Summer 2025 beach" or 
"Trip to Florida" 

Organizing Family Photos Ask Copilot to show photos 
with specific people, create 
albums by selecting photos 
and clicking 'Add to' > 'New 
album' 

"Show me all photos with 
my grandchildren from the 
last six months" 
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Task What to Do Example Prompt 

Finding Important 
Documents 

Open Photos, click 'Identity 
Documents' in left sidebar 

"Show my insurance cards" 
or click sidebar category 

Recovering Old Receipts Click 'Receipts' in sidebar, 
search by store name or 
date 

"Walmart receipts from 
January" or browse by date 

Using Copilot's Memory Tell Copilot your 
preferences for future 
organization 

"Remember that I like to 
organize photos by family 
events" 

Entertainment and Staying Connected with Family and 
Friends 
Microsoft Copilot helps you discover entertainment and maintain connections with people 
you care about. For finding shows and movies, Copilot acts like a knowledgeable friend who 
knows your tastes. You can ask 'Suggest a heartwarming movie similar to The Queen's 
Gambit but about cooking and under two hours long' and receive personalized, spoiler-free 
recommendations . The recommendations work for any entertainment interest—books, 
podcasts, music, or TV shows. Copilot understands preferences and can make suggestions 
for group viewing. Try asking 'Find a family-friendly movie that both grandparents and 
teenagers would enjoy for movie night' [10]. 

For social connection, Copilot helps draft messages to friends and family. If you want to 
reach out but aren't sure what to say, type 'Help me write a friendly message to my neighbor 
asking about her health' or 'Compose a birthday message for my grandson who loves soccer.' 
Copilot drafts a warm, personal message you can customize [1]. 

Planning social activities becomes simpler too. Ask 'Give me ideas for a casual dinner party 
for six friends' or 'Suggest conversation starters for reconnecting with old friends.' Copilot 
provides practical suggestions based on your needs . The Groups feature allows up to 32 
people to use Copilot together for planning family reunions, organizing group trips, or 
coordinating neighborhood events [11]. You can share a link, and everyone contributes ideas 
while Copilot helps organize suggestions, tally votes, and create task lists. 

Entertainment Examples: Finding What You Love 
Let's explore specific ways Copilot helps with entertainment and connection. For discovering 
new books, open Copilot and try: 'I loved reading mysteries by Agatha Christie. Recommend 
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similar books I might enjoy.' Copilot suggests authors, titles, and brief descriptions explaining 
why you might like them . For streaming entertainment, Copilot helps navigate the 
overwhelming number of choices. Ask: 'What should I watch tonight? I like historical dramas 
and true stories.' Copilot provides several options across different streaming services with 
brief, spoiler-free summaries . Learning about shows or movies you're watching becomes 
easier. During or after watching, ask: 'Tell me more about the actor who played the detective 
in the show I just watched' or 'What other movies has this director made?' Copilot provides 
background information to enrich your viewing experience [10]. 

For music discovery, try: 'I enjoy Frank Sinatra and Ella Fitzgerald. Suggest similar artists or 
playlists.' Copilot recommends music based on your stated preferences and can explain why 
certain artists might appeal to you [11]. Staying connected through shared interests works 
well too. Ask: 'Help me write an email to my book club suggesting our next read' or 'Create a 
message inviting friends to watch the big game at my house.' Copilot drafts friendly, 
appropriate messages you can personalize before sending [1]. 

For emotional support, Copilot responds empathetically. You might say 'I'm feeling lonely 
today' or 'Cheer me up,' and Copilot provides encouraging words, suggests activities, or 
recommends uplifting content [10]. 

Real People, Real Experiences: Building Confidence with 
Copilot 
Organizations using Copilot report significant time savings and improved productivity. 
Vodafone, with over 68,000 users, found employees save an average of 3 hours per week 
using Copilot for everyday tasks [12]. This time savings applies to simple tasks that seniors 
can benefit from too—drafting emails, organizing information, and finding answers quickly. 

Microsoft research analyzed 37.5 million conversations to understand how people actually 
use Copilot. The findings show that Copilot fits naturally into daily routines as a trusted 
companion for life's important moments. Health information remains the most common use, 
reflecting that people turn to AI for what matters most in their lives. The study found users 
treat Copilot like a reliable friend available any time—seeking advice on wellness at 2 AM, 
planning activities on weekends, and managing daily tasks during the week [3]. 

For seniors specifically, the conversational nature of Copilot makes technology more 
accessible. Unlike traditional computer programs requiring precise commands, Copilot 
understands natural speech patterns and conversational language. You can say 'I need help' 
just as you would to a friend, and Copilot responds appropriately [1]. 

The key to success is simply starting. Many users report initial hesitation but find that trying a 
few simple prompts builds confidence quickly. Start with one task—perhaps finding a recipe 
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or asking a health question—and gradually explore more features as you become 
comfortable [13]. 

Tips for Getting the Best Results from Copilot 
Here are practical tips to help you get better answers from Copilot. First, be specific in your 
requests. Instead of asking 'Tell me about diabetes,' try 'Explain type 2 diabetes management 
for someone over 70 in simple terms.' The more specific you are, the more helpful Copilot's 
response will be . Second, use conversational language just as you'd talk to a helpful friend. 
You don't need to use special computer words. Say 'Find my tax receipts from March' rather 
than trying to remember technical commands . Third, if you don't get the answer you want, 
rephrase and try again. Ask the same question differently: 'Show me simple exercises for 
seniors' could become 'What are gentle stretching exercises I can do at home without 
equipment?' Copilot learns from your follow-up questions [14]. Fourth, take advantage of 
Copilot's memory feature. Tell it your preferences: 'Remember that I have arthritis in my 
hands' or 'I prefer large font sizes.' Copilot will remember these details and tailor future 
responses accordingly [9]. Fifth, use follow-up questions to dig deeper. After Copilot 
answers, you can say 'Tell me more about that' or 'Can you explain the second option in more 
detail?' Conversations with Copilot work just like chatting with a knowledgeable friend [14]. 
Sixth, start with suggested prompts. Copilot often shows example questions when you first 
open it. These suggestions help you learn what kinds of questions work well [13]. Finally, 
remember that Copilot provides information and assistance, but you make the final 
decisions. For health matters, always consult your doctor. For important documents, double-
check Copilot's work. Think of it as a helpful assistant, not a replacement for professional 
advice or your own judgment [5]. 
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