Transform Business Workflows with Generative Al (AB-
730T00)

COURSE OVERVIEW

In this course, learners will discover how to apply generative Al to streamline daily tasks, enhance
decision-making, and drive meaningful business outcomes. Learners will understand how to use
Microsoft 365 Copilot and its functionalities to improve their productivity. The course focuses on
real-world use cases—no coding required—making it ideal for those who want to confidently
integrate Al into their work.

WHO WILL BENEFIT FROM THIS COURSE?

This course is designed for professionals from a wide range of business functions, such as
marketing, sales, operations, product management, customer success, human resources, and
finance. The course is suitable for those looking to enhance their productivity, streamline workflows,
and confidently demonstrate Al skills in a modern workplace.

PREREQUISITES
Students should have basic functional experience with Microsoft 365 services.

COURSE OBJECTIVES
After completing this course, students will be able to:
e Describe generative Al and its capabilities.
e Understand the principles of responsible Al and their importance in generative Al
applications.
e Explain how Microsoft 365 Copilot leverages generative Al to enhance productivity and
streamline workflows.
e Delete prompts you no longer need, keeping your workspace efficient and up-to-date.
e Identify and manage scheduled prompts in the Copilot window.
e Understand how organizational settings impact the availability of scheduled prompts.
e Apply scheduled prompts to automate daily, midweek, and end-of-day business activities for
improved productivity.
e Understand how to create and configure an agent

COURSE OUTLINE
What is Generative Al
e What is generative Al?
e Understand responsible Al
e Microsoft 365 Copilot as your workflow companion
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Employ Copilot Chat as Your Al Assistant
e What is Copilot Chat?
e Write effective prompts to optimize Copilot responses
e Manage prompts and conversations in Copilot Chat
e What are Copilot agents?
Draft & Refine Business Content Using Microsoft 365 Copilot
e Draft your content using Microsoft 365 Copilot
e Research and gather information using the Researcher Agent
Analyze & Visualize Data Using Microsoft 365 Copilot
e Analyze data workflows in Excel with Copilot
e Generate insights using the Analyst Agent
Manage Meetings & Collaboration Using Microsoft 365 Copilot
e Analyze data workflows in Excel with Copilot
e Generate insights using the Analyst Agent
Define the Role You Want Microsoft 365 Copilot to Play in Your Business Workflow
e Scenario 1: Prepare weekly status report
e Scenario 2: Build a client proposal deck
e Scenario 3: Create an executive summary

WHY TRAIN WITH SUNSET LEARNING INSTITUTE?

Sunset Learning Institute (SLI) has been an innovative leader in developing and delivering authorized
technical training since 1996. Our goal is to help our customers optimize their technology Investments
by providing convenient, high quality technical training that our customers can rely on. We empower
students to master their desired technologies for their unique environments.

What sets SLI apart is not only our immense selection of trainings options, but our convenient and
consistent delivery system. No matter how complex your environment is or where you are located, SLI
is sure to have a training solution that you can count on!

Premiere World Class Instruction Team
e All SLI instructors have a four-year technical degree, instructor level certifications and field
consulting work experience
e Sunset Learning has won numerous Instructor Excellence and Instructor Quality Distinction
awards since 2012

Enhanced Learning Experience
e The goal of our instructors during class is ensure students understand the material, guide
them through our labs and encourage questions and interactive discussions.
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Convenient and Reliable Training Experience

e You have the option to attend classes live with the instructor, at any of our established
training facilities, or from the convenience of your home or office

e All Sunset Learning Institute classes are guaranteed to run — you can count on us to deliver
the training you need when you need it!

Outstanding Customer Service

e You will work with a dedicated account manager to suggest the optimal learning path for you
and/or your team

e An enthusiastic student services team is available to answer any questions and ensure a
quality training experience

Interested in Private Group Training?
Contact Us
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