
 

OP-Copilot: Introduction to Microsoft

Copilot
Price: 195

Duration: 1 days

Delivery Methods: Virtual

Overview

About this Course

*This is a half-day course (4 hours)*

Welcome to Introduction to Microsoft Copilot, a course expertly designed for Office 365 users. This

training is ideal for professionals who rely on Microsoft Office applications and seek to enhance

their productivity through AI-driven assistance.

As today’s office environments become more dynamic and data-driven, leveraging tools like

Microsoft Copilot to streamline workflows and automate tasks is increasingly vital.

In this course, participants will explore the extensive capabilities of Microsoft Copilot, learning to

integrate its advanced AI features across various Microsoft Office applications.

Through interactive modules and hands-on exercises, you’ll gain a comprehensive understanding

of how Copilot not only enhances productivity but also supports complex tasks such as data

analysis, document formatting, and workflow automation.

Audience Profile

This course is ideal for Office 365 users looking to enhance their productivity and streamline their

workflows using Microsoft Copilot’s advanced AI capabilities.

https://toptalentlearning.com/


At Course Completion

Understand Copilot’s Role: Grasp how Microsoft Copilot integrates with and enhances the

functionality of Office applications like Teams, Word, Excel, PowerPoint, and Outlook.

Explore Copilot’s Features: Dive into the AI-powered features of Copilot, understanding its

capabilities in assisting with tasks like writing, formatting, and data analysis.

Maximize Office 365 Productivity: Learn to apply Copilot’s tools to improve workflow efficiency and

productivity in your daily tasks.

Navigate Integration and Automation: Master the integration of Copilot across Office applications,

utilizing its features to automate and streamline operations.

Interactive Learning Experience: Engage in practical exercises and interactive learning modules

designed to equip you with hands-on experience using Copilot effectively.

Outline

What is Microsoft Copilot?

-Overview of Copilot’s AI-powered assistance and productivity features.

-Introduction to Copilot’s integration with Microsoft Office applications.

Key Features

-Exploring key features for enhancing productivity in Office 365.

-How Copilot assists with tasks such as writing, formatting, data analysis, and automation.

Benefits of Using Copilot

-Discussing the benefits for Office 365 users.

-How Copilot streamlines workflows and improves productivity.

Integration with Office Applications

-Copilot in Microsoft Teams

-Features and assistance in Teams for messaging, meetings, and collaboration.

-Copilot in Word

-Assisting with writing, formatting, and document creation.

-Copilot in Excel

-Features for data entry, analysis, visualization, and automation.

-Copilot in PowerPoint

-Enhancing slide creation, design, and presentation capabilities.



-Copilot in Outlook

-Features for email management, calendar organization, and task management.

Best Practices and Tips

-Productivity Tips with Copilot

-Sharing best practices and tips for maximizing productivity.

-Strategies for efficient use of Copilot features across Office applications.

-Troubleshooting and Support

-Providing guidance on troubleshooting common issues and errors.

-Exploring support resources and documentation for Copilot users.

Prerequisites

Participants should have basic familiarity with Microsoft Office applications and general computer

proficiency.

Course Schedule

Date Time Price Options

03/23/2026 12:30 PM - 04:30 PM CT 195.00 Buy Now   Enroll 

03/23/2026 08:00 AM - 12:00 PM CT 195.00 Buy Now   Enroll 

Why Professional Choose TOPTALENT?

Dedicated Texas-Based Support

Get assistance every step of the way from our Texas-based team, ensuring your training
experience is hassle-free and aligned with your goals.

3000+ Curated Professional Courses

Access an extensive portfolio of over 3000 courses across IT, Business Application and Leadership –
Designed to meet evolving Industry demands

95% Client Approval Rating
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Trusted by professionals nationwide our 95% approval rating reflects consistent quality,
measurable impact and exceptional service.

Certified Industry Instructor

Learn from professionaly certified experts with real world experience and a proven commitment to
learner success.

For questions

call:

(469) 721-6100

Email:

info@toptalentlearning.com

Find More Training

FAQ

What if I have to reschedule my class due to conflict?

Ten (10) business days’ notice is required to reschedule a class with no additional fees. Notify
TOPTALENT LEARNING as soon as possible at 469-721-6100 or by written notification to
info@toptalentlearning.com to avoid rescheduling penalties.

How do I enroll for this class?

Please contact our team at 469-721-6100; we will gladly guide you through the online purchasing
process.

What happens once I purchase a class?

You will receive a receipt and an enrollment confirmation sent to the email you submitted at
purchase. Your enrollment email will have instructions on how to access the class. Any additional
questions our team is here to support you. Please call us at 469-721-6100.

https://toptalentlearning.com/contact-us
https://toptalentlearning.com/contact-us
https://toptalentlearning.com/find-training


What is your late policy?

If a student is 15 minutes late, they risk losing their seat to a standby student. If a student is 30
minutes late or more, they will need to reschedule. A no-show fee will apply. Retakes are enrolled
on a stand-by basis. The student must supply previously issued courseware. Additional fees may
apply.

What happens when I finish my class?

You will receive a ‘Certificate of Completion’ once you complete the class. If you purchased an
exam voucher for the class, a team member from TOPTALENT LEARNING will reach out to discuss
your readiness for the voucher and make arrangements to send it.


