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This course focuses on a practical, interactive approach to teaching participants how to use
Microsoft Copilot to enhance collaboration across Microsoft 365 applications. The methodology
includes:

- Instructor-led demonstrations: Real-time demonstrations of Copilot's collaboration features in
Teams, Outlook, and SharePoint.

- Hands-on practice: Participants will work on collaborative tasks using Copilot to streamline
communication and teamwork.

- Group discussions: Interactive sessions to share best practices and experiences using Copilot for
collaboration.

- Case studies: Analysis of real-world scenarios where Copilot improves team productivity.

- Feedback and refinement: Continuous feedback on utilizing Copilot effectively in various

collaboration scenarios.

Course Overview

The Copilot Collaboration Microsoft 365 course is designed to help participants harness the power
of Microsoft Copilot for enhanced team collaboration. Participants will learn how to use Copilot to
manage meetings, automate communication, and streamline project management across Microsoft
365 tools like Teams, Outlook, and SharePoint. This course is ideal for teams and leaders looking to

improve productivity and communication through Al-driven collaboration.

What You Will Learn
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- Streamlining Meetings: Using Copilot to automate meeting notes, action items, and follow-ups.

- Automating Team Communication: Techniques to use Copilot for drafting emails, summaries, and
announcements.

- Enhancing Project Management: Utilizing Copilot for tracking progress and generating project
updates.

- Coordinating with SharePoint and Teams: How to use Copilot for managing shared documents and
project spaces.

- Real-time Collaboration Insights: Leveraging Copilot's ability to summarize discussions and

provide insights for better decision-making.

Who Should Learn

- Team Leaders and Managers: Those who need to streamline team communication and project
management.

- Project Coordinators: Individuals responsible for managing multiple projects and ensuring smooth
team collaboration.

- Office Professionals: Employees looking to improve productivity by automating routine
communication tasks.

- IT Managers: Those overseeing the implementation of Al-driven collaboration tools within their
organization.

- Remote and Hybrid Teams: Teams working across different locations and time zones who want to

enhance their communication processes.

5 Training Modules
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Module 1: Introduction to Copilot for Collaboration
- Overview of Copilot's role in enhancing collaboration.
- Setting up Copilot for optimal use in Teams, Outlook, and SharePoint.

- Real-world examples of Copilot in collaborative scenarios.

Module 2: Automating Meetings and Communication
- Using Copilot for automating meeting summaries, action items, and follow-ups.
- Drafting and refining emails with Copilot in Outlook.

- Managing announcements and updates across teams with minimal effort.

Module 3: Enhancing Project Management with Copilot
- Utilizing Copilot to track project milestones and progress.
- Automating the creation of project reports and updates.

- Coordinating tasks and responsibilities through Teams and SharePoint with Copilot.

Module 4: Document Management and Collaboration
- Using Copilot to manage shared documents in SharePoint.
- Automating the organization and tagging of files for easier access.

- Best practices for using Copilot to streamline document collaboration.

Module 5: Leveraging Insights for Better Decision-Making
- Using Copilot to generate insights from team discussions and data.
- Automating analysis of team performance metrics.

- Techniques for using Copilot's summaries to drive strategic decisions.
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Conclusion

By the end of the Copilot Collaboration Microsoft 365 course, participants will have the skills to
integrate Copilot into their team's workflow, making collaboration more efficient and productive. They
will be able to automate key communication and project management tasks, allowing them to focus
on strategic goals. This course is perfect for anyone looking to enhance their team's productivity with

Al-driven collaboration tools.
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