
Microsoft - Copilot for Business Users

Course Number: MS-4004+MS-4018

Duration: 2 days

Course Description

This two-day course combines the MS-4004” Empower your workforce with MS365 Copilot

Use cases” and MS-4018: “Draft, analyze and Present with Microsoft 365 Copilot” offerings.

In MS-4004: Empower your workforce with Microsoft 365 Copilot Use Cases, students

perform a series of hands-on exercises involving ten Use Cases - Executives, Sales,

Marketing, Finance, IT, HR, Operations, Communications, Customer Service, and Legal.

These exercises focus on using Copilot in various Microsoft 365 apps (such as Word,

PowerPoint, Outlook, and so on) to complete a series of common business-related tasks

pertaining to each Use Case. 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. Each student must also have a Microsoft OneDrive account,

since Copilot requires OneDrive to complete the file sharing tasks used throughout the Use

Case exercises.

MS-4018: Draft, analyze, and present with Microsoft 365 Copilot directs users to learn

common prompt flows in Microsoft 365 apps including PowerPoint, Word, Excel, Teams,

and Outlook. It also introduces Microsoft 365 Copilot Chat and discusses the difference

between work and web grounded data.

Who Can Benefit

MS-4004: Empower your workforce with Microsoft 365 Copilot Use Cases is targeted

towards business users who want to enhance their Microsoft 365 Copilot skills to solve

business-related use case scenarios. **IMPORTANT:**Before attending this course,

you should be familiar with how Microsoft 365 Copilot works across M365 applications,

including Copilot Chat and Copilot Agents. For a basic understanding of Copilot, see

the following online training: Get started with Microsoft 365 Copilot.

MS-4018: Draft, analyze, and present with Microsoft 365 Copilot is designed for

business users with a foundational understanding of Microsoft 365 who want to
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Course Details

Empower your workforce with Microsoft 365 Copilot: Executives Use Case

Empower your workforce with Microsoft 365 Copilot: Sales use case

Empower your workforce with Microsoft 365 Copilot: IT Use Case

Empower your workforce with Microsoft 365 Copilot: Marketing Use Case

Empower your workforce with Microsoft 365 Copilot: Finance Use Case

Empower your workforce with Microsoft 365 Copilot: HR Use Case

Empower your workforce with Microsoft 365 Copilot: Operations use case

Empower your workforce with Microsoft 365 Copilot: Communications Use

Case

leverage Microsoft 365 Copilot to deepen their skills in drafting, analyzing, and

presenting data. The course is suitable for individuals seeking to streamline their

workflows, improve collaboration, and make data-driven decisions using advanced

features and AI-powered assistance provided by Microsoft 365 Copilot.

Synthesize communication insights across Microsoft Teams

Drive business outcomes using Microsoft 365 Copilot

Accelerate market growth using Microsoft 365 Copilot

Automate sales proposal responses using Microsoft 365 Copilot

Streamline IT project planning with Microsoft 365 Copilot

Transform feature launches and adoption using Microsoft 365 Copilot

Transform market research into an actionable campaign using Microsoft 365 Copilot

Develop a new marketing campaign using Microsoft 365 Copilot

Optimize financial reporting and acquisition modeling using Microsoft 365 Copilot

Streamline contract analysis and negotiation using Microsoft 365 Copilot

Deliver manager insights with Microsoft 365 Copilot

Empower employees with an HR self-service agent

Streamline operational initiatives using Microsoft 365 Copilot

Manage a facility expansion project with Microsoft 365 Copilot

Drive engagement with a unified communication strategy using Microsoft 365 Copilot

Develop an employee centered communication experience using Microsoft 365

Copilot
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Empower your workforce with Microsoft 365 Copilot: Customer Service Use

Case

Empower your workforce with Microsoft 365 Copilot: Legal Use Case

Unlock productivity and unleash creativity with AI powered chat

Build effective presentations with AI

Draft impactful documents using AI

Make your meetings more productive with AI

Uncover new data insights with AI

From inbox to impact: Improve your email workflows with AI

Improve customer service efficiency using Microsoft 365 Copilot

Enhance the resolution quality of customer service cases using Microsoft 365 Copilot

Prepare for regulatory response and litigation readiness using

Reform corporate governance and compliance using Microsoft 365 Outline

Understand Microsoft 365 Copilot Chat

Optimize your workflow with Copilot Chat's work grounded data

Maximize your productivity with web-grounded Copilot Chat

(Optional) Ace your interview using Copilot Chat

Introduction to Copilot in Microsoft PowerPoint

Craft engaging slides using Microsoft 365 Copilot in PowerPoint

Refine and enhance your presentation

(Optional) Build a presentation from start to finish

Craft content with Copilot in Microsoft Word

Elevate your content using Copilot in Word

(Optional) Draft, improve, and share your document

Grow your collaboration with Copilot in Teams chats

Amplify your collaboration with Copilot in Teams meetings

(Optional) Manage collaboration from start to finish with Copilot in Teams

Simplify data summary, analysis, and visual insights

Customize data integration, analysis, and visualization with Copilot in Excel

(Optional) Boost your productivity with data-driven decisions

Draft engaging emails using Copilot in Microsoft Outlook
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Simplify meeting administration using Copilot in Outlook

(Optional) Supercharge your collaboration with Copilot in Outlook

© Ascendient LLC., 2026 | Page 4


