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Harness the full power of Copilot 365

Harness Copilot 365:
Elevate your skills,
streamline your tasks!

HE Microsoft

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

daily tasks easier and more effective.

What to Expect?

Harness the power of Al tools within Microsoft 365 Copilot to streamline your
workflow, enhance productivity, and simplify daily tasks. This course covers a
range of topics, from the basics of Al and ethical considerations to practical
applications of Copilot in everyday tools like Word, Excel, and Teams.

Licensing Requirements:

To complete the Use Case exercises in this course, each student must have:

» Access to a Microsoft 365 subscription (BYOS) in which they're licensed to
use Microsoft 365 Copilot.

* A Microsoft OneDrive account, since Copilot requires OneDrive to complete
the file sharing tasks used throughout the Use Case exercises

What to Bring?

« Laptop / PC (for online courses only)

» Good Internet connection

» A second screen (for online courses only)

A headset or built-in speakers and microphone
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Duration:
One day (7 hours)
9:30 am - 4:30 pm

Prices:

Private Live Online Class
£595 + VAT

per delegate

Discounts offered when
more than one books

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!

A Microsoft Copilot 365
License is required

For the course to be beneficial
learners should be comfortable using . —

a web browser, navigating websites, W
and handling files. Some experience

with Microsoft 365 (Word, Excel,

Outlook, PowerPoint) is beneficial. hw,_mm_

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.
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Modules

urse Content

Module 1: Understanding Al
and Its Impact

+ High-Level Overview of Al

What is Al?
How Al works in simple terms.
Awareness of ‘Al hallucinations’

Large Language Models(LLMs) and Al agents in

simple terms

« Al Ethics

Importance of ethical considerations in Al.

Awareness of data security and privacy when
using various Al models.

Basic principles and best practices for data
handling when using Al tools.

Module 2: Exploring
Microsoft Copilot 365

* Introduction to Copilot

Overview of Copilot and how to access it
Copilot licensing options

Differences between free and paid versions.
Overview of Copilot integrations

» Practical Use of Copilot in Daily Tasks

Creating Presentations:

* How Copilot can assist in designing slides
and organising content.

Working in Excel:

» Using Copilot to manage data, create
formulas, and automate tasks.

Working in Word:

+ Utilising Copilot for writing, editing, and
formatting documents.

* Sending Emails:

- Efficiently drafting and sending emails using

Copilot.

Module 2: Continued

Adding Value to Teams Meetings:

+ Integrating Copilot into Teams for enhanced
productivity.

» Using Copilot for meeting notes, scheduling,
and task management

Copilot inside of Microsoft Edge

+ Summarising page content and highlighting
key information

* Generating summaries with timestamps for
videos

Working in OneNote:

+ Supercharge your notes

» Copilot OneNote Tips & Tricks
Copilot for OneDrive:

*  Summarising and Comparing Files
» Asking questions and creating FAQ
Working with Copilot in Pages:

*  What is Pages?

* How to get started with Pages

» Collaboration and Sharing in Pages
Working with Copilot in Loop:

*  What is Loop?

* How to get started with Loop

* Collaboration and Sharing in Loop

* Getting Better Results from Copilot

Understanding ‘Prompt Engineering’: How to
phrase instructions to get clear, accurate
results.

Changing prompt settings within the platform

Tips for Getting the most value: Using context,
examples, and concise language for better
outcomes.

Edit a Copilot prompt to make it your own
Sharing saved prompts with colleagues

Using prompt templates (Prompt Cheat
Sheets)



Course Content

Modules «

Module 3: Mobile
Productivity & Beyond

+ Exploring the Copilot Mobile App
+ Introduction to the Copilot mobile app.
» Key features and how to use it on-the-go.
+ Conversational Al (Using voice)

+ Taking photos of objects and getting
information

+ Copilot Content Creation and
Generative Al
* Technical Writing:

» Creating documentation, manuals, and
guides.

Explaining complex concepts clearly and
concisely.

* Summarising and editing legal documents

» Editing and collaborating using Copilot
Pages

* Marketing Content:

+ Crafting social media posts, advertisements,
and blog posts.

» Tailoring messages to different audiences
and optimising for engagement.

Using the Copilot Designer for image
generation

* Code Generation:
» Writing and debugging code snippets.

Assistance with various programming
languages and frameworks.

+ Additional Productivity Tips
+ Other ways Copilot can enhance productivity.
« Exploring additional Office 365 integrations.



Remote Live Online Training
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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
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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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