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Welcome!

Heygen translation

https://www.heygen.com/




Outline

• Introduction to using 
generative AI

• Using chatbots

• Microsoft Copilot – an 
integrated solution

• Collaboration

• Legal Research

• Multimedia and translation

• Thoughts and news



Definition and Scope

Computers performing tasks that normally require human intelligence:
• Visual perception
• Speech recognition
• Decision-making
• Translation between languages

Pattern recognition and providing plausible responses to freeform questions



AI interactions: Outside > Inside > Beside

Youtube 
Video

https://www.youtube.com/watch?v=h41Uc73xph4&t=138s
https://www.youtube.com/watch?v=h41Uc73xph4&t=138s


Introduction
• How to write a prompt

• Build your own internal 
chatbot

• Alternatives 
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Introduction – how to write a prompt

Act like a [Specify a role],
I need a [What do you need?],
you will [Enter a task],
in the process, you should [Enter details],
please [Enter exclusion],
input the final result in a [Select a format]
here is an example: [Enter an example]

https://mitenmit.github.io/gpt/


Introduction – how to write a prompt

Act like a [proficient lawyer],
I need a [draft of an email to John Smith],
you will [generate],
in the process, you should [use formal business language and 
vocabulary and thank John for contacting you and tell him I am 
interested in meeting with him for a consultation and ask them 
to bring all the relevant documents they have],
please [do not tell him I am agreeing to represent him yet],
input the final result in a [plaint text format]
here is an example: [Enter an example]

https://mitenmit.github.io/gpt/


Chatbot abilities, a spectrum

• Upload and interrogate a single file (e.g., Claude.AI; ChatPDF)
• Upload multiple “knowledge” files, and provide extra instructions 

(e.g., ChatGPT plus)
• Local chatbot (e.g., GPT 4 All)



Screenshot Claude and ChatPDF



ChatGPT





Host your own Chatbot - GPT4All

• Free to use, locally 
running chatbot

• No Internet required
• Use your documents

https://gpt4all.io/


Host your own Chatbot - GPT4All



Host your own Chatbot - GPT4All



Host your own Chatbot - GPT4All



ChatGPT v. GPT4All
Prompt: What are 

some alternatives 
to guardianship?
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ChatGPT v. GPT4All

GPT4All
• Good

oFree

oRuns on your PC, cites your data

o Bad

oRequires expensive PC

oDifficult to set up

oHave to opt out of data gathering

ChatGPT
• Good

oFast

oBest quality responses

o Bad

oNo citations

oLimitation on number and size of files

oHave to opt out of data gathering



Google Notebook LM

• 100 notebooks available
• Each notebook can have 20 

sources and 1000 notes
• Maximum PDF size of 100MB 

or the word limit (200,000 
words)

https://notebooklm.google.com/


Notebook LM
Prompt: What are 

some alternatives 
to guardianship?



Notebook LM
Prompt: What are 

some alternatives 
to guardianship?



Risks and Rewards 
of public chatbots

Chatbot Safety Spectrum

1. No chatbot – Call between 9 and 5
2. Chatbot is glorified web search –

points to links
3. Provides search plus provisional 

analysis.  Probably needs disclaimer.
4. Chatbot talks fluently, (hopefully) 

within “taught” parameters. Risk that 
it will bind corporation in contract.

• How risk tolerant are we of mistakes 
humans make? 



The many Microsoft Copilots
• Copilot (prev. Bing Chat)
• Copilot Pro (consumer subscription with some app 

integration) - Lee
• Copilot for Microsoft 365 (business subscription with 

additional app integration) - Dave
• Copilot+PC (requires capable PC)
• Copilot Studio (build your own copilot)

• https://www.theverge.com/2024/5/21/24158030/microsoft-copilot-ai-automation-agents
• “Instead of Copilot sitting idle waiting for queries, it will be able to do things like monitor email inboxes and automate a series of 

tasks or data entry that employees normally have to do manually.”

https://www.theverge.com/2024/5/21/24158030/microsoft-copilot-ai-automation-agents


Microsoft Copilot 

Copilot Pro
• For consumers and small 

business
• Adds a chatbot interface to 

Word, PowerPoint, OneNote, 
Outlook

• Price: $20 per month

Copilot for 365
• For 365 Business Standard or 

Business Premium customers
• Adds a chatbot interface to 

more office apps
• Integrates data from across 

your organization
• Price: $30 per month



Copilot for Word

• Drafting within Word
• Summarize or 

interrogate an existing 
document



Copilot for PowerPoint



Copilot for PowerPoint



Copilot for Excel

• Format data as table
• Save to OneDrive





Back to ChatGPT



Other AI in Excel

Moving data directly from PDF → Excel

Dave



Other AI in Excel

Moving data directly from PDF → Excel

Dave



Copilot for Outlook



Copilot 365 Forms (forms.office.com)









Copilot 365 Teams



Copilot 365 Teams



Copilot 365 Teams



Mini-Alternatives to Copilot and ChatGPT Plus

• Gamma.app
• Canva.ai
• Free chatbots (copy and paste)
• Grammerly Pro
• Alternative
• Claude.AI
• ChatPDF
• Lee – make into feature comparison chart for each copilot tool



AI for better meetings
Zoom recording/transcribing/translating features



AI for better meetings
Zoom recording/transcribing/translating features







Teams



Legal Research – Paxton.ai

https://paxton.ai/
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Legal Research – Paxton.ai
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Legal Research – Paxton.ai

https://paxton.ai/


Legal Research – Descrybe.ai



https://www.opus.pro/



Google Lens Translation

● Google Lens on my 
Android phone



● Pikesville High School 
photographed on 
March 4, 2024. (Kaitlin 
Newman / The 
Baltimore Banner)

● From “Pikesville High 
School allegations 
show how AI can be 
misused. Is the law 
ready?” by Dylan 
Segelbaum, 4/26/2024

● The Baltimore Banner

Image analysis – Claude.ai

https://www.thebaltimorebanner.com/community/criminal-justice/legal-issues-ai-dazhon-darien-pikesville-high-school-ABYNAU3VHVCAXBUVTNBMZJVI7Y/
https://www.thebaltimorebanner.com/community/criminal-justice/legal-issues-ai-dazhon-darien-pikesville-high-school-ABYNAU3VHVCAXBUVTNBMZJVI7Y/
https://www.thebaltimorebanner.com/community/criminal-justice/legal-issues-ai-dazhon-darien-pikesville-high-school-ABYNAU3VHVCAXBUVTNBMZJVI7Y/
https://www.thebaltimorebanner.com/community/criminal-justice/legal-issues-ai-dazhon-darien-pikesville-high-school-ABYNAU3VHVCAXBUVTNBMZJVI7Y/
https://www.thebaltimorebanner.com/community/criminal-justice/legal-issues-ai-dazhon-darien-pikesville-high-school-ABYNAU3VHVCAXBUVTNBMZJVI7Y/


Image analysis – Astica.ai



Image analysis –
Envision AI app 

This app will read aloud 
any words that appear 
in front of your phone’s 
camera. 



Cool tool break – I don't care about cookies

https://chromewebstore.google.com/detail/i-dont-care-about-cookies/fihnjjcciajhdojfnbdddfaoknhalnja


B E  WA RY OF E XT E NSIONS!



They can be sold and turn evil

Register article

https://www.theregister.com/2022/09/21/avast_buys_i_dont_care_about_cookies_addon/


Extension ownership

• Temptations of an open-
source browser 
extension developer

• 165 offers to sell since 2015!

https://github.com/extesy/hoverzoom/discussions/670
https://github.com/extesy/hoverzoom/discussions/670
https://github.com/extesy/hoverzoom/discussions/670


Under New Management

https://chromewebstore.google.com/detail/under-new-management/jppepdecgemgbgnjnnfjcmanlleioikj


Power Toys – Paste as Plain Text

• Paste plain text anywhere
• Default hotkeys: Ctrl + Win + V

https://learn.microsoft.com/en-us/windows/powertoys/advanced-paste


Cool tool break – Go Full Page

• Chrome extension to capture the entire webpage 

https://chromewebstore.google.com/detail/gofullpage-full-page-scre/fdpohaocaechififmbbbbbknoalclacl?hl=en&pli=1


Cool tool break – Print Friendly and PDF

• Chrome extension to pretty print a webpage

https://chromewebstore.google.com/detail/printfriendly-print-and-p/ohlencieiipommannpdfcmfdpjjmeolj


Cool Tool Break - ShareX

● Share X

● Capture animated GIFs of your screen

○ Share how-to guides with colleagues

Dave

https://getsharex.com/


Thanks for Coming!
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