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MS-4018: Draft, Analyze, and Present with
Microsoft 365 Copilot (Using PowerPoint,

Word, Teams, Excel, Outlook)

Price: 695
Duration: 1 days

Delivery Methods: Virtual

Overview

This course is designed for business users and role-agnostic learners who want to enhance their
productivity and creativity using Microsoft 365 Copilot. With a focus on practical applications, the
course covers drafting documents in Word, building presentations in PowerPoint, enhancing
meetings in Teams, uncovering data insights in Excel, and improving email workflows in Outlook.
By leveraging Al-powered chat, students will learn to interact with their content across various
platforms, ultimately boosting efficiency and collaboration in their daily tasks. Suitable for those
with a basic understanding of Microsoft 365 applications, this course aims to deepen their skills in

drafting, analyzing, and presenting data.
Outline
Module 1: Introduction to Microsoft 365 Copilot

This module explores the intricacies of Microsoft 365 Copilot, offering insights into its functionality

and Microsoft’'s dedication to implementing Al responsibly and ethically.
Lessons

e Introduction
e What is Microsoft 365 Copilot

e Explore how Microsoft 365 Copilot works


https://toptalentlearning.com/

e Explore the core components of Microsoft 365 Copilot

e Examine how Microsoft is committed to responsible Al
Module 2: Build Effective Presentations with Al (PowerPoint)

This module provides an overview of Microsoft 365 Copilot in PowerPoint, providing guidance on

prompts you can use to improve your workflow and create engaging, cohesive presentations.
Lessons

e Introduction to Copilot in Microsoft PowerPoint
e Craft engaging slides using Microsoft 365 Copilot in PowerPoint

e Refine and enhance your presentation
Module 3: Draft Impactful Documents Using Al (Word)

This module discusses Copilot in Microsoft Word. It highlights how to create a first draft of your
Word document, then edit and enhance your content creation process to improve efficiency and

collaboration.
Lessons

e Introduction
¢ Craft content with Copilot in Microsoft Word

e Elevate your content using Copilot in Word
Module 4: Make Your Meetings More Productive with Al (Teams)

This module discusses how Copilot in Microsoft Teams can enhance collaboration among your team
members. It shows you specific prompts that let you draw key information from Teams Chats and

Meetings.
Lessons

e Introduction
e Grow your collaboration with Copilot in Teams chats

e Amplify your collaboration with Copilot in Teams meetings
Module 5: Uncover New Data Insights with Al (Excel)

This module covers the practical application and advanced features of Copilot in Excel, a tool

designed to enhance efficiency and data analysis capabilities for business users.



Lessons

¢ Introduction
e Simplify data summary, analysis, and visual insights

e Customize data integration, analysis, and visualization with Copilot in Excel

Module 6: From Inbox to Impact: Improve Your Email Workflows with Al (Outlook)

This module discusses how to effectively prompt Copilot in Microsoft Outlook to assist you in
drafting emails, organizing meetings, and fostering a sense of collaboration among your team

members.

Lessons

e Introduction
e Draft engaging emails using Copilot in Microsoft Outlook

e Simplify meeting administration using Copilot in Outlook

Module 7: Unlock Productivity and Unleash Creativity with Al-Powered Chat

This module discusses how Microsoft 365 Copilot Chat helps you interact with your content across

files, meetings, chats, emails, people, and the web.

Lessons

Introduction

Understand Microsoft 365 Copilot Chat

Optimize your workflow with Copilot Chat’s work grounded data

Maximize your productivity with web-grounded Copilot Chat

Audience

This course is role-agnostic and is appropriate for any learner who wants to learn the basics of how

to Microsoft Copilot 365 functions within Microsoft apps.

Prerequisites

Before attending this course, students must have basic functional experience with Microsoft 365

services.

Course Schedule



Date Time Price Options

06/30/2026 09:00 AM - 05:00 PM CT 695.00 Buy Now Enroll

07/24/2026 08:00 AM - 04:00 PM CT 695.00 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

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
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FAQ

What if | 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 | 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 | 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.

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 | 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.



