Microsoft 365 Copilot Training Outline
Module 1: Overview of Microsoft 365 Copilot
« Introduction to Copilot
o What is Microsoft 365 Copilot?
o Core functionalities and technical architecture
o Copilot applications in Microsoft 365 products (Word, Excel,
PowerPoint, Outlook, Teams, etc.)
« Value and Use Cases of Copilot
o Real-world examples of efficiency improvements
o Copilot applications across different industries (e.g., finance,
manufacturing, healthcare)
Module 2: Practical Applications of Copilot in Microsoft 365
Word: Intelligent Document Assistant
o Auto-generate text, summaries, and outlines
o Grammar and writing suggestions
« Content creation techniques using prompts
Excel: Data Analysis and Visualization
o Automated formula and calculation generation
« Data pattern analysis and forecasting
« Interactive data visualization (e.g., automatic chart creation)

PowerPoint: Smart Presentation Creation
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« Generate presentations from text input
« Content optimization and layout suggestions
« Speech-to-text and automatic summarization
Outlook: Smart Email Management
o Auto-compose and optimize emails
e Summarize long email threads
« Schedule management and meeting organization
Teams: Intelligent Collaboration
o Automatic meeting summaries
o Taskassignment and tracking
o Organizing and summarizing chat conversations
Module 3: Customization and Integration of Copilot
o Customizing Copilot for Business Needs
o Using Microsoft Graph APl and Copilot Studio for customization
o Connecting enterprise data (SharePoint, OneDrive, Teams,
Dataverse)
« Integration with Business Applications
o Integration with Power Platform (Power Automate, Power Bl)
o Connecting to ERP, CRM, and other enterprise systems
Module 4: Security and Compliance

« Data Security and Access Management
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o Understanding how Copilot processes enterprise data
o Data access control and compliance requirements
« Preventing Information Leakage and Misuse
o Data Loss Prevention (DLP) policies
o Bestsecurity practices for Copilot usage
Module 5: Best Practices and Optimization
« Prompt Optimization Techniques
o Writing effective prompts for better responses
o Case studies on prompt design
« Enterprise Adoption and Implementation of Copilot
o Typical user training strategies
o Business process optimization use cases
Module 6: Hands-on Exercises and Q&A
« Real-World Business Scenarios
o Copilot applications in different industries
o Addressing daily business challenges
o Q&A Session
o Participant questions and answers

o Experience sharing and best practice discussions

Microsoft 365 Copilot Il
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BB 1: Microsoft 365 Copilot #LiA

« Copilot /T4
o 4 Microsoft 365 Copilot?
o Copilot BIZ/OINEES ARG
o Copilot £ Microsoft 365 P=mHBIRA (¥1 Word. Excel.
PowerPoint. Outlook #1 Teams %)
o Copilot WMESERTR
o RENDAMENLFRES

o Copilot ERETIAINA (WNE/. S, ETF)

3R 2: Copilot 7F Microsoft 365 R7FAHAYSERE

« Word: BEESIHBIF

o BENERMXA. HEMALN

o BESEERNML

o BEFRMANABEIERIS
« Excel: BUBDNSAINK

o ARSHIEITEEER

o BIEEN ST

o REXHEFTME (NBEERER)
« PowerPoint: B8R~

o IRIEXAIRIEERET NG

mNKITEEEEFRERIELQT

b Ik RHEAKBIIRAS 188 S 18X 26 S L KA AR AE 9 2 (100070) /', ‘
o uTBBIRE
BiEF: (010) 58292588
S tERE ez e

www.changhongit.com



o RWBMASHRREN
o BERXF5BEIRE
« Outlook: FHAREHRH-EIE
o BEGHM IR
o BEEKHPHLLIE
o BNRHSHEERE
o Teams: EREWHE
o BWREBIEMN
o ESHESRE

o HBmhEIEIRIER

L 3: Copilot HUESISER

o WMEIREEIERES] Copilot
o {EF Microsoft Graph APl 1 Copilot Studio BEXIhaE
o EZEMEWHIE (80 SharePoint. OneDrive. Teams. Dataverse)
o SN FRERR
o 5 PowerPlatform £5& (40 Power Automate. Power BI)

o 5 ERP. CRM REfhl S5 RFHITT%

BiR 4: REMS5EH

. HERTE5NRERE

o THE Copilot gNfaIbIRLl#1E
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o HIREIAREHISSRMEER
o BALHEEHESIRA
o DLP (BUBEXKFIF) KB

o Copilot FANRTERELE

RiR 5: RESERSMHK

« Copilot #RAMKEIG
o WAEEEMA Prompt LUIKBREMMN

Prompt &it+ZHI9 M

o

Copilot TERN AR S

O

HABPFING S

@)

A SRR A

O

B|IR 6: EEIRESEE

o HERWEHREL
o FXAREITILEY Copilot FZFELR
o FRRBEBENABR

« Q&A EX
o BEERRNSHE

o ARWNESRERHIVIE
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