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COPILOT
WORKSHOP FOR
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Empowering staff with intelligent
productivity tools
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B2B SALES STRATEGY & BRAND COMMUNICATION

EMPOWERING BUSINESS
STAFF WITH SMARTER
WORKFLOWS

Workshop Purpose and Format

The workshop empowers your staff by teaching
Al tools with flexible half-day and full-day training
options.

Al Benefits for your Business

Al supports decision-making, automates routine
tasks, and enhances productivity across sales,
marketing, and operations.

Practical Al Applications

Hands-on use of Microsoft Copilot integrated
with Office 365 tools applies Al concepts in real
business workflows.



HTTPS://365DIGITALCONSULTING.COM/COPILOT-AI-TRAINING

WORKSHOP
OVERVIEW &
AGENDA



KEY TOPICS
COVERED

DIGITAL

Introduction to Al and LLMs and GPT

Workshop begins by explaining Artificial Intelligence and Large Language Models
concepts clearly for all participants.

Al in Business Operations

Exploration of how Al applications can improve efficiency and decision-making in
sales, marketing, and operations.

Data Privacy and Responsible Al

Discussion about the importance of data privacy and ethical use of Al technology in
business environments.

Microsoft Copilot Integration

Overview of Microsoft Copilot and how it integrates with Office 365 tools to
enhance productivity.

Interactive Learning and Q&A

Hands-on scenarios and group discussions provide real-world context, concluding
with a Q&A session.
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MICROSOFT COPILOT INTEGRATION IN
OFFICE APPS

Al in Word Document Management
Draft product descriptions, proposals, and client communications.

Excel Data Analysis
Analyse sales data, forecast inventory, and automate reporting.

Outlook and Scheduling
Draft emails, schedule meetings, and manage follow-ups.

PowerPoint and Teams Support

Create marketing presentations and sales decks. Summarize meetings, track tasks, and
collaborate across departments.

Copilot Studio and Al Agent

Introduction to Al agent, it can be a simple or a complex tool, acting as a virtual assistant or a
fully autonomous system within the Microsoft copilot platform. Build custom Al agents for
internal workflows (e.g., order tracking, customer queries)
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REAL-WORLD APPLICATIONS OF COPILOT

Sales Team Use Cases
« Generate personalized follow-up emails after client meetings
« Analyse monthly sales performance and trends in Excel

* Prepare sales pitch decks using PowerPoint automation

Marketing Team Use Cases
» Draft campaign content and social media posts in Word
« Analyse campaign performance metrics in Excel

« Create branded presentations for product launches

Operations Team Use Cases
« Automate inventory reporting and reorder alerts
«  Summarize supplier communications in Outlook

» Track project updates and tasks in Teams
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TRAINING PACKAGES AND COSTS

Workshop Formats

Two workshop formats are offered: half-day and full-day, suiting various departmental needs
and schedules.

Pricing Structure
Half-day costs $2,500 AUD plus GST;
full-day costs $4,500 AUD plus GST,

Each workshop is designed for max up to 10 participants. For groups larger than 10, dividing attendees into
smaller sessions to ensure optimal engagement and hands-on learning.

Delivery Flexibility

Workshops can be delivered onsite or online, providing convenience and flexibility for
business teams.

Custom Scenarios

Custom training scenarios tailored to specific departments or operational challenges are
available upon request.
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