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Copilot
Artificial Intelligence (AI) is the latest buzz phrase in the 
world of computing, and it is indeed both artificial and 
intelligent. However, in terms of everyday computing, AI 
is not as intimidating to use as it perhaps first seems: in 
many cases, AI is part of the apps on a device, and users 
may not even be aware of its existence. In Windows 11, 
the Copilot app is an example of how AI is incorporated 
into the functionality of the operating system. It is an AI-
powered assistant that can understand natural language 
requests (written or spoken), analyze data, and provide 
detailed responses based on an extensive range of collated 
information. To get started with Copilot with Windows 11:

l1 Click on this button on the Taskbar

l2 �e Copilot interface is displayed

Copilot has been 
updated in the  
Windows 11 2024 
Update.

Copilot has replaced 
the Cortana search 
app that was available 
in some previous 
versions of Windows.

l3 �e input box (Ask anything) in the middle of 
the screen can be used to ask text question

Copilot is powered by 
the Large Language 
Model (LLM) GPT-5, 
which is the same 
technology used 
by the ChatGPT AI 
chatbot.



4
7

l4 Click here in the input box 
to access options for its 
operation

...cont’d

l5 Enter a text query into the input box  
and click on this button

Click on this 
icon at the 
right-hand 
side of the 
Copilot query box to 
make a voice query 
rather than a text one.

l6 �e result is displayed, and this is the start of a new 
conversation with Copilot. �e input box remains at 
the bottom of the screen

Conversations are 
given a default name 
by Copilot, based on 
the topic. Enter more 
queries into the input 
box to continue the 
current conversation. 
This moves down the 
Copilot window as the 
conversation continues.

The default response 
for the input box is 
Quick response. The 
other options (Think 
Deeper, Smart 
(GPT-5) and Deep 
Research) offer more 
in-depth results, but 
take longer.
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l4 Queries can be entered for a  
file that has been uploaded, such 
as asking for the location  
of an image

l5 More sophisticated 
queries can also be 
included, such as 
asking to convert 
an image into the 
style of a famous 
painter

Uploading images
Content from a Windows computer can be uploaded into 
Copilot so that it can then perform a range of tasks on the 
content. To do this:

l1 Click on this icon at the  
right-hand side of the input box

l2 Click on the Upload option

...cont’d

l3 Navigate to the required 
content (i.e. an image), 
select it and click on the 
Open button

If Copilot cannot 
identify the exact 
location of an image, 
it will provide a 
general description  
of it instead.

When entering a query 
into the input box, you 
don’t have to worry 
about capitalization for 
words, or grammatical 
symbols.

The New 
conversation option 
in Step 2 can also be 
used as opposed to a 
new query within an 
existing conversation.


