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Harness the full power of Copilot 365 BN Microsoft
Solutions Partner
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Harness Copilot 365:
Elevate your skills,
streamline your tasks!

Harness the tools and techniques to boost your productivity and efficiency, making your

daily tasks easier and more effective.

What to Expect? Duration:

One day (7 hours
Discover ways to craft effective and contextual prompts for Microsoft 365 9:30 an¥ ( 4:30 przw

Copilot that create, simplify, transform, and compile content across
Microsoft 365 applications.

Learn the importance of providing a clear goal, context, source, and

expectation in your prompt for the best results. This course covers real Prices:
world scenarios and examples using Copilot in Microsoft 365 apps like Public Live Online Class
Word, Excel, PowerPoint, Teams, Outlook, OneNote, and Chat. £750 + VAT

per delegate

Private Live Online Class
£800 + VAT
per delegate

What to Bring?

Private Onsite Class
£900 + VAT

» Laptop / PC (for online courses only)
per delegate

» Good Internet connection
» A second screen (for online courses only)
A headset or built-in speakers and microphone

| ) ) Contact Us: Discounts offered when
DATA l‘.... +44 20 8720 6880 more than one books
’ info@databear.com Click Here to Book Online
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Who should attend:

L This course is intended for all types of
learners looking to boost productivity
with Microsoft Copilot.

Whether you’re managing data,
creating content, or collaborating with
colleagues, this course provides the
knowledge and skills to make the most
of Copilot and other Al-powered tools
k in Microsoft 365

Prerequisites?

No Previous training required!

o™
No License is required
For the course to be beneficial P
learners should be comfortable using
a web browser, navigating websites, .
and handling files. Some experience i

with Microsoft 365 (Word, Excel,
Outlook, PowerPoint) is beneficial.
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About us

As a Microsoft Solutions Partner in Data Analytics and also a Power Bl partner, with a vertical focus on

helping business become more data efficient through Power Bl Apps training and consulting, Data
Bear has an established record of empowering originations with the skills and tools needed to drive
their business further. Using latest technologies and best practice, the Data Bear team is dedicated to
providing training and solutions that ultimately save time, increase profits and reduce stress.




Course Content

Modules

Module 1: Get Started with
Microsoft 365 Copilot

+ Get started with Microsoft 365 Copilot

* Introduction to Microsoft 365 Copilot

Describe the purpose and functionalities of
Microsoft 365 Copilot.

Outline the working principles behind
Microsoft 365 Copilot.

Identify the core components integral to
Microsoft 365 Copilot.

Articulate Microsoft's dedication to
responsible Al practices.

+ Explore the possibilities with Microsoft 365
Copilot

Identify and apply the key features of
Microsoft 365 Copilot in each Microsoft 365
App to enhance your productivity and
workflow.

Understand how Microsoft 365 Copilot
integrates with Teams to provide a
centralized hub for all your work-related
information.

Utilize the Al capabilities of Microsoft 365
Copilot to transform your approach to tasks in
Microsoft 365, making them more intuitive
and efficient.

»  Optimize and extend Microsoft 365 Copilot

Describe the best practices for using
Microsoft 365 Copilot.

Understand how to effectively prompt
Microsoft 365 Copilot.

Understand Microsoft 365 Copilot
extensibility options.
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Module 2: Craft effective
prompts for Microsoft 365
Copilot

Summarize and simplify information with Microsoft 365
Copilot

+ ldentify the key elements of an effective prompt and
apply them to your own prompts.

*  Prompt Copilot to summarize or extract key information
in Word documents, Excel tables, and PowerPoint
presentations.

* Summarize chats and meetings to look for key action
items with Copilot in Teams.

« Task Copilot in Outlook with summarizing emails to look
for action items or mentions.

»  Compile information from multiple documents and
generate a combined summary with Microsoft 365
Copilot.

Create and draft with Microsoft 365 Copilot

+ ldentify the key elements of an effective prompt and
apply them to your own prompts.

+ Use Copilot to create new agendas, to-do lists, project
plans, and more from Word, Excel, and OneNote.

* Ask Copilot in Outlook to draft new emails, compose
replies, and plan meetings.

+ Prompt Microsoft 365 Copilot to generate new ideas,
new content, and FAQs from existing files.

Edit and transform content with Microsoft 365 Copilot

+ ldentify the key elements of an effective prompt and
apply them to your own prompts.

« Organize outlines and content in Word documents with
Copilot.

+ Convert text to tables and write more confidently with
Copilot in Word.

+ Add images, slides, and organize your presentation with
Copilot in PowerPoint.

« Format, sort, filter, and highlight data with Copilot in
Excel.

* Rewrite messages with Coaching by Copilot in New
Outlook.



Course Content

Modules

Module 2: Continued

* Ask questions and analyse content with
Microsoft 365 Copilot

Identify the key elements of an effective
prompt and apply them to your own prompts.

Ask Copilot how to accomplish a task in
Microsoft 365 apps.

Use Copilot to answer questions and provide
insights about documents, presentations,
tables, and notes.

Chat with Microsoft 365 Copilot about projects,
documents, and data throughout your
organization.



Remote Live Online Training

ﬂ ® Microsoft Teams

o

Trainer
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Screen-share presentations,

demo’s, hands-on exercises T ................................ Audio by Computer
Screen-shares in all directions facilitates Delegates ensure to have more than
personal assistance one screen or they can connect on a
second device
Small classroom groups Pairs Individual Options
PC Tablet
2nd screen 2nd screen
@) @) @) O @) 2nd
C g C g C Q C‘;L CJ;L screen Laptop

Using Microsoft Teams, a video conference with screen and audio sharing will be made available for
all delegates

You can connect using Microsoft Teams, or if you don’t have access to Teams, you can connect
through any internet browser

The trainer’s screen and audio will be shared with all delegates
If needing assistance, you can share your screen with the trainer

At any time during the training you can unmute your microphone to ask questions, or for further
clarification

Allowing for simultaneous display of both the trainers screen and your own, it is highly
recommended that you have either a second screen or an additional device, e.g. 10”+ Tablet.

All required training files and the training manual will available for download through Teams
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Join Using Two Screens

To ensure efficiency, the use of two screens is required. One of your two screens displays the trainer’s
presentation. Having two screens empowers you with a clear view of what the Trainer is explaining and your own
working examples as you follow along.

@[] Anolysis of Customer Types

[o—
$61.59M

Trainer's Screen Screen showing your work

One screen shows a clear and constant Use your second screen to display your

view of the Trainer's screen work as you follow along through the
exercises.

or Join on a 2nd device

If you don’t have 2 screens, to constantly
display the trainers screen, you can join the
Teams meeting on a second device, for

example a tablet. You can then use your
laptop or PC to do the worked examples as
you follow along from the second device.




Why Choose Data Bear?

& Microsoft Solutions Partner [ Additional Power Bl Helper Files Provided

[ Training Focuses on Best Practices [ Over 50 5 Star Google Reviews

[ Step-by-step digital manual provided [ After Training Support Available

Vertical Focus

We're a Power Bl centric company, and a Microsoft Solutions Partner, with a vertical focus on
empowering organisations with Power Bl training and solutions that produce results. Our passion is
to help organisations become more 'Data Savvy'.

Deep Domain Experience

Having helped numerous organisations overcome the obstacles to enhanced data efficiency and
empowering them with the skills to adopt a ‘data culture’, the Data Bear team has many years of
‘real life’ experience in the ‘Bl - trenches’. We don't just show you what all the various buttons and
knobs do. You can learn that from documentation. Drawing on a wealth of experience, based on
developing and deploying numerous best practice Bl solutions globally, we'll teach you how to build
a robust Power Bl solution from the ground up, ensuring that, going forward, your team has the
best practice foundation to continue the process of getting the right data into the right hands.

Long-Term Partnership

The process of using Power Bl to ensure organisational value is an ongoing learning journey. To
ensure your team can overcome any obstacles or issues experienced, we provide a variety of
support packages. A Power Bl support package is a smart investment for any company that wants
to make the most of their data and achieve their business objectives with Power BI.

Quality

Quality Assurance — as a Gold Microsoft Power Bl partner, we have insight to all new Power BI
update roll outs and we ensure that all our training content and best practices taught are up to
date with latest Microsoft releases and new technology offerings.

Training Locations

United Kingdom We offer regular Training courses in London and throughout the UK.

Remote Online Through live remote online training, we empower organizations
globally, regardless of their geographical location.

Click Here to Book
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UNITED KINGDOM

() Suite 34, 67-68 Hatton Garden, London, EC1IN 8JY
& (020) 8720 6880
= info@databear.com
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