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Microsoft 365 Copilot for Business (1 Day)
Code: Al-Copilot-103

About this course

Hidneusuausaltan Microsoft 365 Copilot Wieudeu Prompt laegnefiused@nsnm wWieteasne uay
aylienans Aasigivoya vinnuliaue 3nn15Biwa waragunisuseyaiuy Word, Excel, PowerPoint, Outlook wag
Teams 19439

Audience(s): End User / Beginner - Intermediate
Technology: Microsoft Copilot

Language: Speaker Thai / Presentation English & Thai
Time: 9:00-12:00 and 13:00-16:30 (1 Day)
Format: Lecture 40% / Hands-on Workshop 60%

1. nnsrunangns (Course Overview)

378N13 F8LLDYN
%a%ﬁﬂqmﬁ Microsoft 365 Copilot for Business
JULuuNTOUTY Online (WU Microsoft Teams) #38 Onsite Training
JTELIAN 13U
AW ng
naandmang winadineu vty waggld Microsoft 365 Tuaudsedn
izﬁurﬁfﬂu Beginner - Intermediate
Prerequisite THmouinasianaas ﬁﬂisaumiiﬁﬁugmﬁu Word, Excel, PowerPoint, Outlook, Teams
(Hi5ew) UE
Prerequisite Jeyd Microsoft 365 Business Basic Fulu w¥eudns Microsoft 365 Copilot license
(s¥uv)
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2. \wwnennsiseuivesvangas (Course Learning Objectives)

DFUIUNANNITNIUVBY Microsoft 365 Copilot WaAINLANGINIeSedlle Al wuvaunuiily
syyUsglevt dedrin arundes uaznsdlfnuiivanzanues Copilot Tutiunesdns

ey Prompt 7ifldwing UViun warguuuUNadnsTny

U5uU53 Prompt uuLgLflesnseduamAmEaENS

Tanu Copilot Tu Word, Excel, PowerPoint, Outlook wag Teams boog1amunyay

Uszendld Copilot fuauusedn wu s1aenans asudeya Inzvideya wlsunuiiaue Inn158ia uae

asunisuszau

3. MuazBuallanudazluga (Module Details)

S 009 o o9f

Module 1: é’fl’ﬂ Generative Al ey Microsoft 365 Copilot
Lessons:
*  Generative Al, LLM uaza911in

Module 2: #dnn19@EU Prompt NiUszaNSAm
Lessons:
= Goal, Context, Source, Expectation, Persona, Tone, Format, Length ay Iterative

Prompt

Module 3: Copilot in Word
Lessons:
*  Draft, Rewrite, Summarize wazaIu-MdULBNA1IHNIY Copilot Chat pane Trigger

Phrases gz Conversation Nodes

Module 4: Copilot in Excel
Lessons:
= Format as Table, Outlier, Formula, Chart tag PivotTable

Module 5: Copilot in PowerPoint
Lessons:
= (Create presentation from prompt/file, Add slide, Summarize wazdnszideuLlion

Module 6: Copilot in Outlook
Lessons:
*  Summarize email thread, Draft with Copilot kazUsulnudiuanisinaiuna
wazUTuUTe Agent

Module 7: Copilot in Teams
Lessons:
*  Meeting Recap, Action Items, Transcript kagasu Chat 1u Channel
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4. F3M5IananazUseiuniseu (Assessment & Evaluation)

u

=
s1eazLdn
Pre-test Uszifiuninu/Uszaunselifunensuvangns
Post-test WUUNAEBUEY 5-10 10 LNUTINIY 70%
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