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How to Optimize Your Writing Workflow with Copilot

The writing process extends beyond the initial draft. The refinement and editing phase is critical for ensuring all university communications are clear, professional, and effective.
Leveraging AI as an editing assistant can optimize this workflow, helping to identify errors or clarity issues that may be missed after reviewing the same document repeatedly.
Process and Mandatory Data Warning
The process involves pasting your text into the Copilot chat interface, preceded by a clear, instructional prompt.
CRITICAL DATA WARNING: PROTECT UNIVERSITY INFORMATION
Before pasting any text into Copilot, you must first assess its data classification.
DO NOT paste any text classified as Highly Confidential or Confidential. This includes, but is not limited to:
· Internal memos or emails
· Staff performance evaluations
· Non-public reports or budget data
· Any text containing PII of university members
You may ONLY use this function for Public Data or for your own general writing that contains no sensitive university information.
Prompting Framework for Content Refinement
For text that is safe to use, provide one of the following directives. Paste your text directly below the prompt.
· For General Proofreading:
"Proofread the following text and correct any grammar or spelling errors:" [Paste your text here]
· For Professional Tone:
"Enhance the professionalism of the following paragraph:" [Paste your text here]
· For Conciseness:
"Revise this text for conciseness. Remove all unnecessary words but retain the core meaning:" [Paste your text here]
· For Clarity:
"Analyze the following text for clarity. Identify and rewrite any confusing sentences:" [Paste your text here]
· For Tone Adjustment:
"Modify the tone of the following email to be more helpful and less formal:" [Paste your text here]
Use Case: Refining a Report Section
Scenario: You have drafted a section for a departmental report, but you find it is verbose and must be shortened.
Your Prompt:
"Make the following text more concise. Edit for brevity and clarity while ensuring all key points are retained:" [Paste your non-confidential text here]
This provides a rapid method for streamlining content without manual, word-by-word deliberation.
Mandatory Review: You Are the Final Editor
This is the most critical step. Copilot provides suggestions, not final, approved text. The user retains full accountability for the final product.
AI-generated edits can sometimes alter the intended meaning or strip the text of its authentic, human voice. Do not accept every recommendation.
Critically review all suggested changes. Use your professional judgment to approve only the revisions that align with your intent and maintain the integrity of your message.
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