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Microsoft - Copilot Immersion and
Chat Basics

Course Number: MS-4021+MS-4023
Duration: 1 days

Course Description

In MS-4021: Copilot Immersion Experience, discover how Microsoft 365 Copilot enhances
productivity and innovation across diverse functional areas, from finance and HR to sales,
operations, marketing, IT, and beyond. This experience provides insights into crafting
contextual prompts for Copilot and engaging use case exercises that showcase seamless
integration into daily business workflows. Whether you're a business user looking to
streamline tasks or a decision-maker exploring Al-driven efficiencies, this course equips
you with the skills to maximize Copilot's potential in your role.

MS-4023: Transform Ideas into Action with Copilot Chat teaches learners how to get started
with Microsoft 365 Copilot Chat, craft effective prompts, and use its Al-powered features to
enhance productivity, streamline work, and collaborate securely in real-time.

* Note: this course is a bundle into a one-day Microsoft 365 Copilot offering.

Skills Gained
e Understand the core functions of Microsoft 365 Copilot and its Al-driven capabilities.
* Write effective prompts to use Al assistance in Microsoft 365 applications.
e Use the Microsoft 365 Copilot Prompt Gallery
e Use Microsoft 365 Copilot in Outlook to manage email and meeting workflows.

e Utilize Microsoft 365 Copilot in Teams to improve meeting efficiency and collaboration
Craft effective prompts for Copilot Chat

Use Copilot Chat's Al-powered features to enhance productivity.
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e Streamline work and collaborate securely in real-time.

Who Can Benefit

e MS-4021: Copilot Immersion Experience is designed for business professionals who
want to enhance their daily workflows and productivity through Al. It is ideal for those
seeking to understand and leverage Microsoft 365 Copilot to streamline tasks, improve
decision-making, and drive impact in their roles and teams.

e MS-4023: Transform Ideas into Action with Copilot Chat is designed for business users
and anyone interested in learning the basics of Microsoft 365 Copilot Chat to enhance
their daily work and productivity.

Prerequisites

No prior experience is assumed.
Course Details

Introduction to Microsoft 365 Copilot
* What is Microsoft 365 Copilot?
e Explore how Microsoft 365 Copilot works.
e Explore the core components of Microsoft 365 Copilot

e Examine how Microsoft is committed to responsible Al.

Craft effective prompts in Microsoft 365 Copilot
e Explore the art of the prompt.
e Explore Copilot Prompt Gallery
e Catch up and prepare for the week with Microsoft 365 Copilot in Outlook
e Draft emails, replies, and meeting agendas with Microsoft 365 Copilot in Outlook

» Highlight key decisions and actions from Teams meetings.

Get started with Microsoft 365 Copilot Chat (Basic)
e Understand Microsoft 365 Copilot Chat
e Access Microsoft 365 Copilot Chat
e Utilize Microsoft 365 Copilot Chat
e Keep your data safe while using Copilot Chat

e Module assessment

Write effective prompts to achieve optimal results

e Write an effective prompt.

* Review prompting best practices.
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Discover, share, and save prompts with Copilot Prompt Gallery

Module assessment

Work smarter with Microsoft 365 Copilot Chat (Basic)

Enhance productivity and creativity with enterprise-ready Al Chat

Format and collaborate on Copilot responses with Microsoft 365 Copilot Pages
Simplify workflows and automate tasks with Agents in Copilot Chat (Basic)
Exercise - Plan a Client Summit with Microsoft 365 Copilot Chat (Basic)

Module assessment

© Ascendient LLC., 2026 | Page 3 ascendient

learning




