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Welcome and Norms

Engage fully with the content, prompts, and each other

Use the Chat to ask questions, share ideas, or get support

Say hello in Chat now!

What are you hoping to take away today?

Click the Raise hand if you'd like to come off mute

Use React during the meeting or tap-back emojis in chat

Keep your camera on if you're able, it's fun to 
see everyone!

Please mute your mic to reduce background noise



Session is 
being 

Recorded



Meet the Presenters

Brian Dvorak - EdTechMatthew Schwartz - EdTech



Fresno EdTech Website 
(go.fresnou.org/edtech)

• Sign up to our Blog

• Try our new Chat Bot

• Student Digital Literacy – 
Tech Scope and 
Sequence

• EdTech Webinar 
Resources

https://www.fresnounified.org/departments/it/educational-technology


EdTech
Blog



EdTechCon 
2026: 

A Universe 
of Discovery

A screenshot of a video game

AI-generated content may be incorrect.

https://www.fresnounified.org/departments/it/educational-technology/edtechcon


Learn 
Tech 
Tools

A screenshot of a computer

AI-generated content may be incorrect.

Copilot Page

https://www.fresnounified.org/departments/it/educational-technology/apps/copilot
https://www.fresnounified.org/departments/it/educational-technology/apps/copilot


Learning 
Intentions – 

Success 
Criteria

Through guided demonstration 
and hands-on time, attendees 
will be able to craft prompts for 
Copilot Chat and engage with 
Copilot Teach and Khanmigo 
Tools to support planning and 
productivity.



Agenda

What is Microsoft Copilot?

Use Cases in a TK-12 Setting

Using Copilot Chat

Khanmigo and Copilot Teach Tools

Copilot in Microsoft 365 Apps

Tips, Limitations, and Responsible Use

Q&A



So Many 
GenAI Apps 

Out There



What is Copilot?
• AI Chat assistant

• Also integrated into Microsoft 365 apps 
(Word, Excel, PowerPoint, Outlook, etc.)

• Designed to enhance productivity and 
reduce repetitive tasks.

• Natural language input → AI-generated 
output

• Context-aware (your documents, emails, 
past chats, etc.)

A screenshot of a document

AI-generated content may be incorrect.

https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f


Use Cases
Teacher and Operational Tasks



Use Cases for
Teacher Tasks

Enhancing Student Tasks and Lesson 
Plans

Drafting parent communication

Creating rubrics or assessments

Summarizing data from Excel

Generating ideas for classroom 
activities

Creating visuals for presentations and 
other resources



Use Cases for 
Operational Tasks
Write a letter to an audience with a 
specific tone

Compose email replies and 
summarize long emails

Creating graphs based on data

Drafting newsletters, flyers, or 
announcements

Drafting plans and tasks for events 
and fieldtrips

Summarize Teams Chat sessions and 
pull-out action steps



How About You?

How have you used Copilot or other 
AI tools to support your work?

Share your Use Cases in our Teams Meeting Chat.



How to Use 
Copilot Chat

How to Use Copilot Chat

https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6


What makes a Good Prompt?
‍ [ROLE] [TASK] [CONTEXT] [TONE/OUTPUT]

Specify the persona 
or topic expert

Clearly define what you 
want created

Provide specific context, 
details, audience, resources, 

etc.
The tone and format of 

the response

Examples:

Act as an instructor design a student task for [insert grade] students to 
practice [insert 

standard] with a partner
at a [insert grade] reading 
level. Include a rubric for 

assessment.

Act as customer 
support write an email 

response
to this message: [pasted 

email message]
in a friendly, professional 

tone.



Live Demonstration with 
Copilot Customization

“Act as a 5th grade teacher 
and help me enhance the 
attached lesson so that it 
includes 
student collaboration and 
real-world tasks.”



Hands-On Practice with Copilot

‍ [ROLE] [TASK] [CONTEXT] [TONE/OUTPUT]

Specify the persona 
or topic expert

Clearly define what 
you want created

Provide specific context, 
details, audience, 

resources, etc.

The tone and format of 
the response

Examples:

Act as an instructor design a student task for [insert grade] students 
to practice [insert 

standard] with a partner

at a [insert grade] 
reading level. Include a 
rubric for assessment.

Act as customer 
support write an email 

response
to this message: [pasted 

email message]
in a friendly, 

professional tone.



Share Any Interesting Ideas you Obtained 
from Copilot Chat



Using Scenario AI 
Features

Khanmigo Tools & Copilot Chat Teach



Khanmigo Tools Update
• Now available through Clever

• Additional Scenarios Added



Copilot Teach



Explore Khanmigo 
or

Copilot Teach Tools

Time to get 
Hands-on



Copilot in Microsoft 365 Apps – Personal Assistant

Word: Draft documents, rewrite text, 
summarize
Excel: Analyze data, create charts, 
generate formulas
PowerPoint: Create images that 
match slide content
Outlook: Draft emails, summarize 
threads, schedule meetings
Teams: Meeting summaries, action 
items, chat assistance



Example Prompts Per App:

Word: "Summarize this document into an outline of no more than 200 words"

Outlook: “Respond to this email in a fun and engaging tone.”

Excel: “Generate a chart from this student performance data.”

PowerPoint: "Create an image that aligns with this slide."

Teams: "Summarize this chat thread."



Hands-On 
Time

Try out Copilot within one 
or more of these apps

• Word
• Excel
• PowerPoint
• Outlook
• Teams



Tips, Limitations,
and

Responsible Use

Tips:

• Always review AI-generated content
• Use it to enhance, not replace your judgment
Limitations:

• Our current E3 subscription does not include all 
Copilot Chat and Personal Assistant capabilities

Responsible Use:

• Avoid entering personally identifiable information 
(PII), such as names, email addresses, or 
telephone numbers.

• Follow all District Policies on AI use
• Cite when using AI

ThePhoto by PhotoAut hor is licensed under CCYYSA.

https://go.fresnou.org/ai


Closing and Raffle



Raffle Time!



Q&A
• Raise your virtual 

hand
• Or post your 

question in chat



Resources

• Microsoft 365 Copilot video tutorials - Microsoft Support

• AI for educators - Training | Microsoft Learn

• What is Copilot: One-Pager

• How to Use Copilot: One-Pager

https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6

	Slide 1: FUSD AI Tools for Productivity and Planning
	Slide 2: Welcome and Norms
	Slide 3: Session is being Recorded
	Slide 4: Meet the Presenters
	Slide 5: Fresno EdTech Website (go.fresnou.org/edtech)
	Slide 6: EdTech Blog
	Slide 7: EdTechCon 2026:   A Universe of Discovery
	Slide 8: Learn Tech Tools
	Slide 9: Learning Intentions – Success Criteria
	Slide 10: Agenda
	Slide 11: So Many GenAI Apps Out There
	Slide 12: What is Copilot?
	Slide 13: Use Cases
	Slide 14: Use Cases for Teacher Tasks
	Slide 15: Use Cases for Operational Tasks
	Slide 16: How About You?
	Slide 17: How to Use Copilot Chat
	Slide 18: What makes a Good Prompt?
	Slide 19: Live Demonstration with Copilot Customization
	Slide 20: Hands-On Practice with Copilot
	Slide 21: Share Any Interesting Ideas you Obtained from Copilot Chat
	Slide 22: Using Scenario AI Features
	Slide 23: Khanmigo Tools Update
	Slide 24: Copilot Teach
	Slide 25: Explore Khanmigo or Copilot Teach Tools
	Slide 26: Copilot in Microsoft 365 Apps – Personal Assistant
	Slide 27: Example Prompts Per App:
	Slide 28: Hands-On Time
	Slide 29: Tips, Limitations, and Responsible Use
	Slide 30: Closing and Raffle
	Slide 31: Raffle Time!
	Slide 32: Q&A
	Slide 33: Resources

