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Enterprise Computing Solutions - Education Services

TRAINING OFFERING

You can reach us at:

Arrow Enterprise Computing Solutions Ltd, Part 1st Floor, Suite 1D/1, Central House, Otley Road, Harrogate, HG3 1UG

Email: educationteam.ecs.uk@arrow.com
Phone: 0870 251 1000
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Draft, analyze, and present with Microsoft 365 Copilot

CODE:

MCS_MS-4018

 LENGTH:

8 Hours (1 day)

 PRICE:

£950.00

Description

This course directs users to learn common prompt flows in Microsoft 365 apps including PowerPoint, Word, Excel, Teams, and
Outlook. It also introduces Microsoft 365 Copilot Chat and discusses the difference between work and web grounded data.

Prerequisites

Students should have basic functional experience with Microsoft 365 services.

Programme

Module 1: Introduction to Microsoft 365 Copilot

What is Microsoft 365 Copilot?
Explore how Microsoft 365 Copilot works
Explore the core components of Microsoft 365 Copilot
Examine how Microsoft is committed to responsible AI

Module 2:Build effective presentations with AI

Introduction to Copilot in Microsoft PowerPoint
Craft engaging slides using Microsoft 365 Copilot in PowerPoint
Refine and enhance your presentation
Piece it together - Build a presentation from start to finish

Module 3: Draft impactful documents using AI

Craft content with Copilot in Microsoft Word
Elevate your content using Copilot in Word
Exercise - Piece it together - Draft, improve, and share your document

Module 4: Make your meetings more productive with AI

Grow your collaboration with Copilot in Teams chats
Amplify your collaboration with Copilot in Teams meetings
Exercise - Manage collaboration from start to finish with Copilot in Teams

Module 5: Uncover new data insights with AI

Simplify data summary, analysis, and visual insights
Customize data integration, analysis, and visualization with Copilot in Excel
Exercise - Boost your productivity with data-driven decisions

Module 6: From inbox to impact: Improve your email workflows with AI

Draft engaging emails using Copilot in Microsoft Outlook
Simplify meeting administration using Copilot in Outlook
Exercise - Supercharge your collaboration with Copilot in Outlook

Module 7: Unlock productivity and unleash creativity with AI powered chat

Understand Microsoft 365 Copilot Chat
Optimize your workflow with Copilot Chat's work grounded data
Maximize your productivity with web-grounded Copilot Chat
Exercise - Ace your interview using Copilot Chat
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Session Dates

Date Location Time Zone Language Type Guaranteed PRICE

16 Apr 2026 Virtual Classroom BST English Instructor Led Online £950.00

30 Jul 2026 Virtual Classroom BST English Instructor Led Online £950.00

Additional Information

This training is also available as onsite training. Please contact us to find out more. 




