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Delivery Methods: Virtual

Overview

An Introduction to Using Microsoft Copilot within Microsoft Office. This course is specifically
designed and intended for use with a Microsoft 365 work or school Copilot license (something your
organization would enable and supply on your behalf).

Description

Microsoft Copilot has become one of the most valuable tools in the workplace because it helps
people work faster, stay organized, and focus on what really matters. Over the past two years,
many organizations have adopted Copilot as they see how it can simplify everyday tasks and
reduce the amount of time spent on routine work. Its tool-set has also grown significantly, now
covering Outlook, Word, Excel, PowerPoint, Teams, and Microsoft 365 Chat. This variety makes
Copilot useful for everything from writing emails to analyzing data to preparing presentations,
giving employees a flexible and reliable partner throughout their entire workday.

In this workshop, we will introduce Microsoft Copilot through a mix of demonstration and hands-on
activities. Whether you’ve never used Copilot before, or have some experience with Generative AI,
this experience will set you up for success by giving you tips for integrating Copilot into your daily
workflow.

Introduction to Microsoft Copilot, Full-Day Workshop

Lesson 1. Introduction to Generative AI

https://toptalentlearning.com/


What Generative AI is and how Copilot fits into Microsoft’s ecosystem
Practical workplace use cases + responsible AI considerations

Lesson 2. Copilot Interface: Prompts, Agents & Basic Creation

Navigating Microsoft 365 Chat vs in-app Copilot; how context works
Prompting essentials + intro to multi-step agents for workflows

Lesson 3. Training Copilot for Better Results

Teaching Copilot your voice, format, preferences, and workflows
Using iterative prompting and templates to improve reliability

Lesson 4. Using Copilot Across MS Office Apps

Outlook

Draft, rewrite, and summarize emails, extract tasks and meetings

Word

Create and refine documents; adjust tone, structure, and clarity

PowerPoint

Generate slide decks; edit structure, design, and speaker notes

Excel

Analyze data, write formulas, create charts, summarize insights

Teams

Summarize meetings, extract action items, query chats and channels

Lesson 5. Building Your Copilot Workflow

Combine tools into daily routines and multi-app workflows
Strategies for troubleshooting and refining outputs

Lesson 6. Wrap-Up & Q&A

Recap key concepts; share rapid-fire prompt ideas
Open discussion and participant reflections



Course Schedule

Date Time Price Options

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

Find More Training

FAQ
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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.

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.


