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Prompt Engineering for Microsoft Copilot for Microsoft 365 (MS-4005)

Duracién: 1 Dias
(In-Company)

Temario:

Codigo del Curso: GKMSMS4005PE

Método de Imparticion: Curso Cerrado

Learn how to craft an effective prompt to save time and effort by using Microsoft 365 Copilot to:

Summarize, simplify, and visualize complex information in Microsoft Word, PowerPoint, Excel, and Outlook.

Create, draft, and brainstorm new ideas and material using Microsoft 365 Copilot in Microsoft Word, PowerPoint, Teams, and Outlook.
Edit, transform, and rewrite information using Copilot in Microsoft Word, PowePoint, Excel, and Outlook.

Discover ways to prompt Microsoft 365 Copilot in Word, PowerPoint, Teams, and Outlook to ask, analyze, and receive recommendations for
fresh ideas and content. Whether you need specific information, comparative analysis, or helpful suggestions, Copilot is your goto tool.

Please note these sessions are approx 2 hoursin duration.

Curso Cerrado (In-Company)

Debido a que nuestra formacion es modular, nuestros responsables de formacion e instructores pueden trabajar con usted y su equipo para
detectar las necesidades formativas y adaptar un temario de forma rapida y rentable. Durante una formacion cerrada, usted recibird una

formacion de expertos en un curriculum adaptado a sus necesidades.

Dirigido a:

This course is intended for all types of users working with Microsoft Copilot for Microsoft 365.

Objetivos:
By the end of this module, you should be able to:

Identify 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.

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

Prerequisitos:
Attendees should meet the following prerequisites:

Learners should be familiar working in Microsoft 365 apps like
Word, Excel, and PowerPoint.
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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 file

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.

Examenes y certificacion
Recommended as preparation for the following exams:

There is no exam currently aligned to this course
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Contenido:

Summarize with Microsoft Copilot for Microsoft = Edit and transform content with Microsoft

365 Copilot for Microsoft 365
Create and draft with Microsoft Copilot for Ask questions and analyze content with
Microsoft 365 Microsoft Copilot for Microsoft 365

Mas informacion:

Para mas informacion o para reservar tu plaza llamanos al (34) 91 425 06 60
info.cursos@globalknowledge.es

www.globalknowledge.com/es-es/

Global Knowledge Network Spain, C/ Retama 7, 62 planta, 28045 Madrid
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