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MASTERING

MICROSOFT COPILOT

FOR ENHANCED
PRODUCTIVITY

Microsoft Copilot Training

AT A GLANCE

This training program is designed to equip professionals with the skills and knowledge required to effectively
utilize Microsoft Copilot. Participants will learn how to integrate Copilot into their workflows, harness its
capabilities to boost productivity, and leverage its features for various business applications.

CONTENTS

1. Introduction to Microsoft Copilot
Gain an overview of Microsoft Copilot, exploring its benefits,
capabilities, and seamless integration with Microsoft 365 applications.

2. Getting Started with Copilot
Learn how to set up and configure Copilot, navigate its interface, and
understand its core features to enhance your daily tasks.

3. Utilizing Copilot in Microsoft Word

Discover how to draft and edit documents using Copilot, generate
content and suggestions, and enhance your writing with Al-powered
tools.

4. Leveraging Copilot in Microsoft Excel
Explore data analysis and visualization, automate repetitive tasks, and
create advanced formulas and functions to streamline your workflow.

5. Enhancing Presentations with Copilot in PowerPoint
Design visually appealing slides, generate content and layout
suggestions, and use Al for storytelling and presentation
enhancements.

6. Optimizing Email and Communication with Copilot in
Outlook

Draft and respond to emails efficiently, manage schedules and tasks,
and enhance communication with Al-driven insights.

7. Collaborating with Copilot in Microsoft Teams

Use Copilot for meeting preparation and follow-up, enhance team
collaboration and productivity, and integrate Copilot with other
Microsoft Teams features.

8. Advanced Features and Customization
Customize Copilot settings, integrate third-party tools, and explore
advanced Al features and capabilities to tailor Copilot to your needs.

9. Security and Compliance

Ensure data privacy and security with Copilot, comply with
organizational policies, and manage permissions and access controls
effectively.

10. Best Practices and Tips
Maximize productivity with Copilot, address common challenges,
troubleshoots, and stay updated with new features and updates.

DELIVERABLES - OUTCOMES

User Guides:
Comprehensive manuals for using

Copilot with different Microsoft 365
applications.

Hands-On Exercises:
Practical tasks and scenarios
to apply learning.

Interactive Workshops:

Live sessions with Q&A to
address specific questions.

Support Resources:

Access to additional resources and
ongoing support.

WHY CHOOSE ALTA CONSULTING?

We specialize in helping businesses harness the
full potential of cutting-edge technologies like

Microsoft Copilot. Our expert team offers deep
industry knowledge, hands-on training, and

customized solutions tailored to your unique
needs.

Contact Us to secure your spot!

Start transforming your business with
expert guidance and support.

info@altaconsulting.ca

https://www.altaconsulting.ca




