
Getting Started with Microsoft 365 
Copilot 

Course Overview 
This course provides a practical introduction to Microsoft 365 Copilot, helping participants 

understand how AI can enhance everyday work across Microsoft 365 apps. 

 

Learners will explore how Copilot works, its core components, and Microsoft’s approach to 

responsible AI. The course then dives into real-world productivity scenarios across Word, 

Excel, Outlook, PowerPoint, and Teams, followed by best practices for prompting and 

extending Copilot capabilities. 

 

Finally, participants will apply their learning through business-focused use cases in Finance 

and Sales, enabling them to confidently use Copilot in real workplace scenarios. 
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