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Get started with Copilot Chat
What is Copilot Chat?
The University of Manchester defines Copilot Chat as an Artificial Intelligence (AI)-powered assistant. It is available to everyone with a University of Manchester IT account and accessible via a web browser or within Microsoft Teams.   
You can also access Copilot Chat via the Copilot App, which may provide the best overall user experience.
The University of Manchester has a contractual agreement with Microsoft that means that the Copilot Chat Generative Artificial Intelligence (GenAI) system can be used safely in your degree in a way that is not true for other AI chat systems.  
How does Copilot work for UoM students?  
Privacy and data security  
When you interact with Copilot Chat while logged in with your UoM IT account:
· your prompts and uploaded files are private – no one else can see them and they are protected by the same security and encryption techniques as your emails and the contents of your OneDrive or SharePoint Sites;
· Copilot Chat’s AI system does not learn from your prompts or data;
· your data stays within the University environment except when Copilot Chat performs a web search (see below);
· uploaded files are stored in your OneDrive.
If you are working with sensitive or confidential information, apply the same rules to Copilot Chat as you would to other apps in the Microsoft 365 system like Word, PowerPoint and OneDrive. If you would not store a document in SharePoint or share it by email, then it must not be uploaded to Copilot Chat. 
Web searches	
Sometimes Copilot Chat may search the web using Microsoft’s search engine Bing to find information that is relevant to your prompt. When this occurs, fragments of your prompt may be sent to Bing. There is no way to prevent this from happening; however, your identity is not shared, and the query is sent over a secure connection.
Good practice tips: 
· keep sensitive personal information out of your prompts and uploads;
· ask clear, specific, concise questions for the best results;
· carefully evaluate AI-generated responses by checking their accuracy, relevance, quality, and reliability. This includes any citations or references; as with any GenAI system, Copilot Chat may make errors or give outdated information.
Copyright or licensed materials  
You may upload resources which you have access to through your studies (e.g., academic papers accessed via the Library or teaching materials from the University) to Copilot Chat for purposes serving your own private study such as:
· summarising or questioning the material;
· analysing or discussing ideas from a source;
· suggesting research terms based on elements of the source.
These documents are stored temporarily in your OneDrive and are not retained by Copilot Chat after the session ends.  It is important to note that you should not upload any copyright-protected materials into other GenAI tools as this data is not protected.
Some of the private study purposes discussed above may involve outsourcing or replacing your learning so as always, it is important to reflect on whether you should be using an AI tool to do this rather than completing the activity yourself.  
Why use Copilot at Manchester?
As a University of Manchester student, Copilot Chat offers several advantages over many publicly available AI tools:
· your data is protected - when you use Copilot Chat through your University login, your conversations and uploaded files are protected by the University’s Microsoft 365 agreement;
· your conversations are not used to train AI models - information you enter into Copilot Chat (when logged in through your University credentials) is not used to train the underlying AI system but this is not always the case for other AI tools;
· it is a university-approved tool - the University recommends Copilot Chat for AI-related work because it aligns with institutional security and privacy requirements;
· your usage is not capped – unlike some AI tools that limit the number of messages or require payment for increased usage, Copilot Chat allows for extensive use without hitting a usage cap;
· you can choose your AI model - another feature of Copilot Chat is that users can select between different AI models, including the latest OpenAI models.
Top tips for using Copilot Chat 
· make sure you are logged in through your University of Manchester IT account to access the Copilot Chat license with the benefits mentioned above. Please be aware that your chats are not being actively monitored by the University and would only be accessed in exceptional circumstances (for example, data access requests where the name of an individual is specifically mentioned or investigations of academic malpractice);
· if using Copilot Chat for work-purposes in your degree, always check your assessment brief to understand if your AI use is permitted in your assessment;
· reflect on your intentions and build prompts that are specific and give clear direction;
· tell Copilot Chat how you want it to support you – you can shape how Copilot Chat responds to you by giving it instructions about the role that you want it to play. For example, you could ask it to ‘focus on asking questions to check my understanding’ or even ‘make sure you are challenging my ideas and identify any weaknesses in my arguments’;  
· use Copilot Chat to support your learning and not replace it – ask Copilot Chat to explain concepts, suggest approaches or generate questions for revision but avoid using the tools in ways that replace your own thinking, with suggestions provided by the tools;
· check all facts references and citations – Copilot Chat can still make mistakes or generate incorrect references, so it is very important to verify information using trusted academic sources;  
· remember that you are responsible for any submitted work – even when AI use is permitted, you remain responsible for the accuracy, quality and integrity of anything you submit.  
Activity - learning conversations with Copilot Chat
Now that you are logged into Copilot Chat, here are some prompts you could explore to get you started using it!  
Ask Copilot
· "What is price elasticity of demand? Explain with an example."
· "Ask me five questions I should be able to answer about photosynthesis after making these notes in my lecture."
· "Explain the difference between short-term and long-term memory."
· "Take a look at my summary of stress and strain in engineering, challenge me to explain the key elements and highlight the evidence I used to support my understanding” 
· "Explain the difference between a database and a spreadsheet."
Ask a follow-up question
· "Can you provide reasoning for that answer/claim/summary?"
· “Can you make this output simpler?”
· “You have made an error in this claim; the correct answer is .... How does this affect your response?”  
· "Can you break this down step-by-step?"
· "Are there situations where this idea does not apply?"
· "How does this relate to [another concept from your module]?"
Check the response
After reading the response, be sure to consider the following:
· Does this match what I have learned in lectures, seminars, or readings?
· Are there any claims that I should verify using academic sources?
· What evidence or references would I need before using this information in my work?
· Which prompt produced the most useful response?
· How might I use Copilot to support learning without relying on it as my only source of information?
Advice from other students on how they use Copilot Chat
Some UoM students think that Copilot Chat can do the following things well to support with learning activities:  
· ask them quiz questions they should know based on their lecture, seminar or tutorial summary notes;  
· generate revision questions or knowledge checks based on exam topics or sections of a completed reading;
· upload data and graphs and having Copilot Chat ask questions or challenge the understanding based on the input;
· explain research papers or journal articles written in other languages especially when dealing with complex topics;
· support preparation for interviews by asking multi-step questions based on your CV and experience – especially effective when you describe the job you are applying for.
Our students said that throughout all tasks, Copilot Chat remained most useful as a supportive technology where they were still responsible for the final product. 
Pause and reflect; how could you use Copilot Chat?
The following scenarios are based on ways that students have told us they have used GenAI tools during their studies. There may not always be a single 'correct' answer. Instead, think about how each approach supports learning, whether it aligns with assessment guidance, and what you might do differently.  
Think about the following when reading the scenarios:
· what are the benefits to each approach?
· are there any risks to using Copilot Chat in this way?
· would you use Copilot Chat in this way? Why or why not?  
· What changes could be made to the approach to make it more responsible or effective?  
Scenarios:
Understanding a difficult concept
Charlie is reading a journal article for a Sociology module and encounters several new theories that she finds difficult to understand. She copies a paragraph from the article into Copilot Chat and asks it to explain the concepts in simpler language and situate them in the context of the journal article before she continues with the reading.  
Reflect:  
· how could this help with Charlie’s learning ? 
· is there anything she should be careful about when relying on the explanation?  
· what would you do after receiving Copilot Chat’s response?  
Starting an assignment
Adam has an essay about climate policy and doesn't know where to start. He asks Copilot Chat to suggest several possible angles that he could explore based on his assessment brief. He then chooses one idea and develops an argument using academic sources.
Reflect:  
· how does Copilot Chat support Adam in this example?  
· what parts of the work still require his own judgement and critical thinking?
· would this approach be appropriate for all assessment categories?  
Reviewing your work
Mei has finished writing a lab report for her AI Minimal assignment. Before submitting it, she pastes a section into Copilot Chatand asks for feedback on clarity, structure and grammar. She reviews the suggestions and decides which ones to adopt.
Reflect:
· how is this different from asking Copilot Chat to write the report?  
· what are the advantages and limitations of using AI feedback?  
· would you trust all AI suggestions immediately? Why or why not? 
Saving time
Theo is running short on time before a deadline. He asks Copilot Chat to draft a section of his assignment and makes a few edits before submitting it.  
Reflect:  
· what concerns might this raise?
· how could this affect Theo's learning?  
· would this approach align with assessment guidance on AI use at the university?  
Activity - personal reflection  
Think about a module that you are currently studying and reflect on the following questions:
· what are some ways you could use a tool like Copilot Chat to enhance your learning?  
· what is one task where using Copilot Chat might prevent you from developing important knowledge or skills?
· how would you know whether your use of AI is helping your learning?  
· what steps would you take to check that information generated by Copilot Chat is accurate and reliable?
Further support
The best way to stay informed on how you can use AI tools in your assessments is to check your assessment briefs or speak to your supervisor or lecturer. You should stay informed on your Programme's approach to AI and engage with any support they may provide. 
· This guide provides support on digital skills from developing your digital capabilities to thinking critically about AI.
· This web page provides further support on using Copilot Chat for students.
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