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Copilot for Business

® Course Overview

Work more efficiently with Microsoft Copilot in the apps you use daily—Outlook, Word, Excel,
PowerPoint and Teams. This practical course is filled with real-world demos and business-focused

techniques that help you get more done with less effort.

© Course Highlights

® Draft clear, professional emails and documents with Copilot prompts

® Summarise meetings and extract actions in Teams with confidence

® Analyse data and produce charts in Excel using Al suggestions

® Generate polished slide decks and speaker notes in PowerPoint

® Automate follow-ups, reminders and task tracking across Outlook and Teams

® Apply safe, compliant practices for everyday Copilot use in your organisation

2 Perfect For

® Microsoft 365 business users
® Team leaders and operations staff

® Project managers and coordinators
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B Requirements

This Copilot for Business course helps business users and feams unlock the practical power of Al

across Microsoft 365 apps.

If you're dealing with inbox overload, repetitive tasks or time-consuming reporting, Copilot is

designed fo take the pressure off.

You'l see how Copilot can boost your efficiency across Outlook, Word, Excel, PowerPoint and

Teams, enabling you to focus on more valuable work.

Learn practical methods for using Al to automate routine processes, produce content faster and

keep up with documents, meetings and conversations—without the usual stress.

Benefit from expert-led guidance on prompt-writing and best practices to ensure safe, compliant

Copilot use at work.

Delivered with our 100% Money-Back Guarantee and Unlimited Email Support.
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® Course Outline

@ Introduction to Microsoft Copilot

—

Understanding Al in Microsoft 365

How Copilot enhances productivity

across applications

Integration and adoption strategies

@ Copilot in Outlook

—

Summarising long email threads
Drafting and refining email replies

Automating meeting scheduling and
follow-ups

Managing inbox overload with Al

Best practices for prompt writing

@ Copilot in Word

—
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Generating first drafts for reports, emails,

and proposals

Refining text: Tone adjustments,

grammar, and clarity

Auto-generating summaries and action
points

Formatting documents efficiently with Al

Best use cases for business professionals

@ Copilot in Excel

—

—

Cleaning and formatting data

Generating formulas and predictive
insights

Creating charts and dashboards
automatically

Streamlining financial and operational

analysis

Practical applications for business

intelligence

@ Copilot in PowerPoint

—

Creating complete slide decks from a
text prompft

Aligning presentations with company

branding
Enhancing visual storytelling

Generating Al-powered speaker notes
and summaries

@ Copilot in Teams

—

Auto-generating meeting summaries and

action items
Summarising chat discussions

Improving productivity with Al-driven

workflows and follow-ups
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@ Best Practices

—
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Writing better prompts for Copilot

Understanding Copilot's strengths and
limitations

Security and compliance considerations

How to integrate Copilot into daily
workflows
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©® Why Choose Future Savvy?

Expert Instructors

Learn from experienced trainers with real-world expertise

‘@~ Practical Hands-On Learning

Interactive exercises and real-world scenarios throughout

B Certificate of Completion

Receive a professional certificate to validate your skills

@® Flexible Delivery

Available in-person, online, or at your workplace

&2 Need to Tailor This Course?

We can customise the content, duration, and delivery method to perfectly match your feam's
needs and skill levels.

Get in touch for bespoke training —

www.futuresavvy.co.uk

. 0333305 8855 hi@futuresavvy.co.uk
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