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Copilot in Outlook and Teams

(J] Summarize email threads

(Jj Draft emails
‘J’ Coaching feature

(J) Catch up on chats
\/ Business chat to stay
updated on work
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Summarize email threads

X datacamp
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Home View Help

EIEmm o -

Copilot ¥ Q =
January

[Draft] Jasmin B
Teams Practice Session 08/01/2025
No preview is available.

2024

Shreya Ly
Initial Thoughts on the ...  16/08/2024
Hi Francesca, The updated designs |...

™

BB & & ~Av B | - . |9
Initial Thoughts on the New Product Design
#  Summary by Copilot X
. You
Hi Shreya, I'm doing well, thank... Sun 06/04/2025 07:12
< Shreya
Hi Francesca, The updated design... Fri 16/08/2024 15:23
. You
Hi Shreya, |'ve attached the updat... Fri 16/08/2024 15:22
g Shreya -
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Draft emails

e

Favourites
B Inbox
,_T:LP" Sent Hems

z;’f' Dirafis

Add favourite

Folders

£ Inbox

# Drafts

E* Sent ltems

] Deleted nems

Fa Junk Email

M Archive

(7 Notes

B3 Conversation Histary
Create new folder

Fa Search Folders

Focused  Othe:

Nothing left to read

Erijay your @

r

TP Ey Ao

Cuick steps  ~

INTRODUCTION TO MICROSOFT COPILOT



Draft emails

- Favourites Focused Other = m . W &

£ inbox &
[+ By

E? Sent Mems
C
7 Drafts 2 ¢

Add favourite fdd a subject Dival saved at

 Folders Type / to 2 Draft with Copilal
£ Inbox B %ﬁ;
# Drafts 2
B> Sent ltems

O Deleted Nems

£3 Junk Email Nothing left to read
1 Archive Enjoy your ernpiy into
(7 Notes

£3 Conversation History
Create nes folder

Fa Search Folders
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Draft emails

-

* Favourites
£ Inbox
B> Sent lems
¥ Drafts

Add favourite

“ Folders
E Inbox
# Drafts
B> Sent ltems
I Deleted Nems
E2 Junk Email
= Archive
(7 Notes
£J Conversation History
Create new folder

Fa Search Folders
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Reply to emails

Outlook

Home View Help Message Insert Format text v ?g_ggerence Keynote -

9 v LOD v 9 Aptos v 12 v B _Z- Q ces eee g

]
oo
+
[j Chat A
From: francesca.donadc =™ 4-+-===== === -
a Get suggestions to help you write better

B
|

8

<" Coaching

emails. |
& Hi James, V Draft
o Will you be attending this practice session on Teams? Would be great to see you there! We'll be
going over the latest guidelines and Jasmin and Stan will also be in attendance.
v Best, Francesca
-
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Reply to emails

__ Conference Keynote -
16:00

Ov @~ B apos ‘2 - B T U e e
0. U @

Home View Help Message Insert Format text v

B
|

¢ 6

< Coaching by Copilot X
Qo
- -
Tone Be explicit and precise
o Tone is friendly The email is generally clear about the event, but it could provide more
specific details to ensure the reader knows exactly what to expect.
Reader Sentiment
v : L Suggestions
Appealing participation request
e Clarity e Specify the date and time of the practice session, e.g., "on
Be explicit and precise [date] at [time] on Teams".
oo * Include a brief agenda or topics to be discussed, such as "We'll

X datacamp INTRODUCTION TO MICROSOFT COPILOT



Catch up with chats

F 2 Francesca Chat Files & v & - o

Got them! | like the simplicity, Francesca. | have a couple of ideas, though.
What do you think about using more vibrant colors to make it pop? And 0 Copilot
maybe we could add a few interactive elements to increase engagement.

Francesca 16/08 15:28 .~ Get key info from the chat
Copilot can answer questions
and summarise the
conversation,

i Great suggestions, Shreya. | think adding some vibrancy could really make
the design stand out. I'll work on those changes and share updated
versions with you tomorrow,

%, Try out all the prompts
Frompts make it easy to get the

Awesome, thanks, Francesca! I'm excited to see the updated designs. Let's info you need.

aim to wrap this up by the end of the week.

16/08 15:28

9

It's your Copilot ©
Francesca 16/08 15:29 Other people in the chat can't

see this canversation.
F For sure! I'll keep you posted. Talk soon.

Francesca 16/08 15:53
F Hey Shreya, |'ve updated the designs with the changes we discussed. Sent
& them to your inbox. Let me know if there's anything else you'd like to tweak.
16/08 16:04

Just checked them out. They look fantastic! | think we're all set. Thanks for
being so quick with the changes, Francesca.

=
Francesca 16/08 16:04
F i Glad you like them! Happy to help. Let's move forward with this.
=
| 1)
Type a message ’!k? @ HJ ® —+ E“-‘ Ask a question about this chat
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Catch up with chats

F@ Francesca Chat Shared 8y [

Francesca 16/08 15:29 @ copilot

Great suggestions, Shreya. | think adding some vibrancy
could really make the design stand out. I'll work on

-\~ Get key info from the chat
those changes and share updated versions with you

Copilot can answer questions

Lozl and summarise the conversation.
16/08 15:29 <, Try out all the prompts
Awesome, thanks, Francesca! I'm excited to see the Prompts make it easy to get the
updated designs. Let's aim to wrap this up by the info you need.

end of the week. .
B It's your Copilot ©

Other people in the chat can't
see this conversation.

Francesca 16/08 15:29

For sure! I'll keep you posted. Talk soon.

Francesca 16/08 15:53

Hey Shreya, I've updated the designs with the changes
we discussed. Sent them to your inbox. Let me know if
there's anything else you'd like to tweak.

16/08 16:04

Just checked them out. They look fantastic! | think
we're all set. Thanks for being so quick with the
changes, Francesca.

©}
Francesca 16/08 16:04
Glad you like them! Happy to help. Let's move forward
with this.
\
Type a message O ® P + > Ask a question about this chat

¢‘¢ More prompts
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Catch up with chats

F@ Francesca Chat Shared -8 - O
Francesca 16/08 15:29 o Copilot
Great suggestions, Shreya. | think adding some vibrancy Get key info from the this chat
could really make the design stand out. I'll work on
those changes and share updated versions with you
’ g / Copilot 28/08 23:39 (o
tomorrow.

16/08 15:29 16/08 14:48 - 16/08 16:04

Awesome, thanks, Francesca! I'm excited to see the Key information from the chat
updated designs. Let's aim to wrap this up by the T e

end of the week. e Francesca and Shreya discussed a

new product design. 1

Francesca 16/08 15:29 s 5t
: ¢ Francesca worked on initial

For sure! I'll keep you posted. Talk soon. mockups focusing on a simple,
user-friendly design and sent
Francesca 16/08 15:53 them to Shreya. 2
Hey Shreya, I've updated the designs with the changes * Shreya suggested using more
we discussed. Sent them to your inbox. Let me know if vibrant colors and adding

interactive elements to increase
engagement. 3
16/08 16:04 * Francesca agreed to make the

there's anything else you'd like to tweak.

suggested changes and planned
to share updated versions the next
day. 4

O] e Updated designs were sent to
Shreya, who approved them,
concluding the design discussion.

Just checked them out. They look fantastic! | think
we're all set. Thanks for being so quick with the
changes, Francesca.

Francesca 16/08 16:04

Glad you like them! Happy to help. Let's move forward 5
with this.
'_1 . Al-generated content may be incorrect {'} Q
Type a message b O @ @ + > P—\sk a question about this chat
<» More prompts B
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Catch up with chats

X datacamp

@ Francesca Chat Shared
simple and user-friendly design. I'll send them over to
you in a sec. Would love to get your thoughts!

16/08 15:25

That sounds great! I'm really looking forward to it.
Thanks for sending them over!

Francesca 16/08 15:28 Edited

Just sent the designs your way. Check your inbox! |'ve
gone with a clean, minimalistic look. Let me know what
you think about the layout and color scheme.

¢t 9vEe e 7

Got them! | like the simplicity, Francesca. | have a
couple of ideas, though. What do you think about
using more vibrant colors to make it pop? And
maybe we could add a few interactive elements to
increase engagement.

Francesca 16/08 15:29

Great suggestions, Shreya. | think adding some vibrancy
could really make the design stand out. I'll work on
those changes and share updated versions with you
tomorrow.

16/08 15:29

Awesome, thanks, Francesca! I'm excited to see the
updated designs. Let's aim to wrap this up by the
end of the week.

b @ @ P + P

Type a message

o % - @

» Copilot

Get key info from the this chat

Copilot 28/08 23:39 (@)

16/08 14:48 - 16/08 16:04

Key information from the chat
includes:

Francesca and Shreya discussed a
new product design. 1

Francesca worked on initial
mockups focusing on a simple,
user-friendly design and sent
them to Shreya. 2

Shreya suggested using more
vibrant colors and adding
interactive elements to increase

engagement. 3| <«
Francesca agreed to make the
suggested changes and planned
to share updated versions the next
day. 4
Updated designs were sent to
Shreya, who approved them,
concluding the design discussion.
5

Al-generated content may be incorrect dH P

Ask a question about this chat

Click the citation to go
directly to a specific
message

'4>i More Eromﬁts E
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Copilot for Teams meetings

e Copilot can catch up and summaries action items in recorded Teams meeting.
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Messaging Copilot

ai
'EP Chat

= @
Actiaity

? ﬁ Copilot

[-1=1-] =z

(i) * Pinned

< Shreya (You) 4:2

0 You: Create a report using x and xx...

Lalencar
P Rece

% » Suggested

D

[z] stay informed

What's the latest from
s Sharon-Rose , organised by

emails, chats, and files?

[Z] Understand the main points

Give me a bulleted list of key
points from file

(+) New chat O
™ Copilot
Your Al assistant for work
@) Get calendar info /. Find the right questions
When's my next meeting with Suggest common questions that
s Sharon-Rose ? can be asked to get a retrospective

started with my colleagues.

7 Jump-start a draft 5] Track your tasks

Create an FAQ based on doc What should be on my radar from
emails last week?

&) View prompts

N
B
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4
@

Actiaty

Chat

ﬁ Copilot

[-1=1-]

[UJ w P

K

D

nned

S

necent

Suggested

Shreya (You)
© You: Create :

Messaging Copilot

Q

[z] stay informed

What's the latest from
s Sharon-Rose , organised by

emails, chats, and files?

[Z] Understand the main points

Give me a bulleted list of key
points from file

™ Copilot

Your Al assistant for work

(2) Get calendar info

When's my next meeting with
s Sharon-Rose ?

77 Jump-start a draft

Create an FAQ based on doc

INTRODUCTION TO MICROSOFT COPILOT

@ New chat O [+«]

/. Find the right questions

Suggest common questions that
can be asked to get a retrospective
started with my colleagues.

5] Track your tasks

What should be on my radar from
emails last week?

&) View prompts

N
B



Messaging Copilot

EH L4 L Search (Ctrl+E) Eﬂ- - | !

(¥) Mew chat W) =

MCTRATY

® 0w  Copilot

@ > rinned Your Al assistant for work
Teams
¥ REecent
:
I 16,0 S
Cabends 5 [—'rla:l:fscaﬁ el Hacev 1 he : [z stay informed 2% Get calendar info
= Ol 04 i mi! Happy Lo el

What's the latest from When's iy rnEit |1'|r_'{"1ir'.g with

= P Suggested 5 Sharon-Rose |, organised by K Keely ?
emails, chats, and files?

(]

OirDy

. Find the right questions [Z] Understand the main points
suggest common questions that Give me a bulleted list of key

can be asked to get a retrospective paints frem  file

_ started with my colleagues,
7 Jump-start a draft [Zl Track your tasks
Create an FAQ based on  doc What should be on my radar from

%5 View prompts
Message Copilot 1
:_:_:: r'.-|':il'. [RESLRLIES, f:!e--. 1TIC T e 'ilill DEller resuils
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Let's practice!
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Copilot for Microsoft
Word

INTRODUCTION TO MICROSOFT COPILOT

Nia Joseph
Al Product Builder, Microsoft
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Copilot in Word

(J) Creating text
(\/) Formatting documents

(\/} Conducting research
(J, Answering questions

X datacamp INTRODUCTION TO MICROSOFT COPILOT



Where is Copilot in Word?

m Proposal <g v » Ask Copilot anything &35

File Home Insert Layout References Review View Help RN (= Share v
2% v g I U = v =v |Normal v Qv | v By e
Copilot
@ I
o |
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Where is Copilot in Word?

m Proposal <g v » Ask Copilot anything &35

File Home Insert Layout References Review View Help RN (= Share v
2% v g I U = v =v |Normal v Qv | giv By e
Copilot
@ I
o |
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Create with Copilot

¢t MM Proposal & v # Ask Copilot anything .

Filee Home Insert Layout References Review View Help o @ Share v
== Copilot X

Hello Francesca!

> Here are some ideas to get you

Create a proposal for a marketing
campaign for the launch of a new
brand of sneakers recycled from

ocean plastic waste. The proposal
should outline the campaign's N
objective, target audience, key |

o5 ® ¢ >

v
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Create with Copilot

3T m Proposal <@ e #» Ask Copilot anything £03 .
Fle Home |Insert Layout References Review View Help )
= Copliot X
®

Hello Francesca!

| Here are some ideas to get you

gttt ottt ol b ohontitosharinet L i il rttesiboriish

should outline the campaign'’s
objective, target audience, key
messages, and strategies for the
target demographic. Include a
detailed, plan of action, timeline,
and budget breakdown. .

+ ® o »

Y
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Create with Copilot - formatting

* Prompt Copilot to change the timeline

[ Proposal ¢g v D 83

LN

Filee Home Insert Layout References Review View v I & Share v

i

This comprehensive marketing campaign will ensure the successful launch of the new
brand of sneakers recycled from ocean plastic waste, positioning the brand as a leaderin
sustainable fashion and making a positive impact on the environment.

< Back

| Change the timeline to 3 months and update the plan according to the new timeline‘ ] | I
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Create with Copilot - formatting

e Select "Keep it" when the draft is ready

Il Proposal & v D 623

Filee Home Insert Layout References Review View v 3 & Share v

This comprehensive marketing campaign will ensure the successful launch of the new
brand of sneakers recycled from ocean plastic waste, positioning the brand as a leader in
sustainable fashion and making a positive impact on the environment.

{ 20f2 ¢’ Create a proposa... Al-generated content may be incorrect ¢} <P

[ C) W What do you want Copilot to change? ]
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Creating with Copilot - referencing files

Il Document < v o~ £03

File' Home Insert Layout References Review View v I & Share v

@ Create a report using Proposal.docx and Sustainability Report.pdf to outline a series of events
that focus on promoting green practices in businesses. Include detailed schedules, themes, and I
anticipated outcomes for each event.

? @

Page 1 of 1T 0 words English (UK. Editor Suggestions: Showing — 100% <+  Give Feedback to Microsoft
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Creating with Copilot - referencing files

[ Report on Promoting Green Practices in Businesses (g N O 63
File Home Insert Layout  References Review View v (J ® Share Vv

Introduction I

This report outlines a series of events aimed at promoting green practices in
ousinesses, drawing on the insights from the Marketing Campaign Proposal for Ocean
Recycled Sneakers and the Sustainability Report. These events are designed to foster
environmental responsibility and sustainability among businesses, encouraging them
to adopt eco-friendly practices.

Event Series Overview
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Edit with Copilot

3T m Proposal <g v % Ask Copilot anything £33 .
File Home |Insert Layout References Review View Help WEN (© Share v

v Ove® B 7 U =+ =+ [Normal il Qivil v | e |
in

This comprehensive marketing campaign will ensure the successful launch of the new
[_hrand of sneakers recycled from ocean plastic waste, positioning the brand as a leader in

AT

% sustainable fashion and making a positive impact on the environment.

Page 4 of 4 576 words English (U.S.) Editor Suggestions: Showing — 100% <4 Give Feedback to Microsoft
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Edit with Copilot

Proposal <& v » Ask Copilot anything £03 @
File Home Insert Layout References Review View Help GBNN (© Share v
in

This comprehensive marketing campaign will ensure the successful launch of the new
brand of sneakers recycled from ocean plastic waste, positioning the brand as a leader in
sustainable fashion and making a positive impact on the environment.

T Add a conclusions with recommendations on immediate next steps for each categories, X
ensuring outcomes are clear.|

®e|

Page 4 of 4 37 of 576 words English (U.S.) Editor Suggestions: Showing — 100% <+  Give Feedback to Microsoft
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Edit with Copilot

Proposal {g v » Ask Copilot anything £53 @

File Home Insert Layout References Review View Help RN (» Share v

2~ 0Ov g% B 7 U :=zv —v |Normal v Qv S By e

O Conclusion

To achieve the best outcomes, it is crucial to focus on immediate next steps for each
category:

e [nfluencer Partnerships: Identify key influencers whose values align with the brand.
Initiate contracts and outline collaboration plans to ensure early engagement and

maximum exposure.
e Social Media Campaigns: Develop a detailed content calendar with strategic posts I

that highlight the brand's story, unique selling points, and environmental impact.
Schedule posts to maintain consistent engagement.

Page 4 of 4 790 words English (U.S.) Editor Suggestions: Showing — 100% +  Give Feedback to Microsoft
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Ask Copilot

Home Review

File Insert  Layout  References

Innovative Practices and Long-Term

Adopting green practices offers numerous long-term ben
cost savings, enhanced brand reputation, and increased
practices in sustainability can drive significant improvem
proﬁtability.\

Case Studies

Eco-fabric Innovations in Fashion:

Brands like Patagonia and Stella McCartney have pioneet
materials and organic fabrics, resulting in decreased env
stronger consumer demand for sustainable products.

Metrics:

Page 1 of 4 650 words English (U.S.) Editor Suggestions: Showing

Report on Promoting Green Practices in Businesses <& V oD

View

& (o

Help I 1720% ® Share v

I — Copilot

Hello Francesca!

Here are some ideas to get you started.

Summarise this doc

Generate an image of [description]

® 9

-+ Message Copilot

100% 4+  Give Feedback to Microsoft
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Ask Copilot
|

‘ Report on Promoting Green Practices in Businesses <g& v L/ £03 @
File Home Insert Layout References Review View Help I V2% ® Share v
Innovative Practices and Long-Term I — Copilot X
Adopting green practices offers numerous long-term ben document makes about [the project
cost savings, enhanced brand reputation, and increased management workstream]
practices in sustainability can drive significant improvem |

fitability.
PrOTHabItY How can Copilot help?

Case Studies

Eco-fabric Innovations in Fashion:

Brands like Patagonia and Stella McCartney have pioneel
materials and organic fabrics, resulting in decreased env
stronger consumer demand for sustainable products.

Summarise this doc

_ + ‘I\/Iessage Copilot ©® O
Metrics:
D
Page 1 of 4 650 words English (U.S.) Editor Suggestions: Showing — 100% -+  Give Feedback to Microsoft
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Ask Copilot

Report on Promoting Green Practices in Businesses

File Home Insert Layout References  Review

Innovative Practices and Long-Term l

Adopting green practices offers numerous long-term ben
cost savings, enhanced brand reputation, and increased
practices in sustainability can drive significant improvem
profitability.

Case Studies

Eco-fabric Innovations in Fashion:

Brands like Patagonia and Stella McCartney have pioneel
materials and organic fabrics, resulting in decreased env
stronger consumer demand for sustainable products.

Metrics:

D
Page 1 of 4 650 words English (U.S.) Editor Suggestions: Showing

View

& - o & (o)
Help I 7200% ® Share v
— Copilot X
Summarise this doc
./‘l Copilot Al-generated content may be incorrect |

This report presents a structured approach to
promote green practices in businesses,
emphasizing the importance of sustainability for
long-term benefits.

+  Message Copilot ©® 9O

. E—

— 100% +  Give Feedback to Microsoft
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Let's practice!
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Copilot for Microsoft
PowerPoint

INTRODUCTION TO MICROSOFT COPILOT

Nia Joseph
Al Product Builder, Microsoft
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Copilot in PowerPoint

<‘/’ Create presentations from scratch

<\/, Adding 1interactive elements

(\/’ Format and organize slides
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Where is Copilot in PowerPoint?

[y Campaign Presentation <& v L Search (Alt + Q)

File Home Insert Draw Design  Transitions  Animations  Slide Show v

_______________________________________________________________________________________________________________________________________________________

<)
Click to add first
slide
Slide  English (U.K) | Give Feedback to Microsoft (@ EE — ® +
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Where is Copilot in PowerPoint?

[y Campaign Presentation g v L Search (Alt + Q)

Fle Home Insert Draw Design  Transitions  Animations  Slide Show v

D v []v (3 v ® Copilot |} --- v

Click to add first
slide

Slide  English (U.K)) Give Feedback to Microsoft ([ e — ® +
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Design a presentation

@ Campaign Presentation <& N A Search (Alt + Q) £33 @

File Home Insert Draw  Design Transitions Animations Slide Show v (® Share Vv

-------------------------------------------------------------------------------

] — Copilot
Here are some ideas to get you
started.
Click to |
' Create a presentation from
a d d fl rSt Proposal.docxj
Sl id e M@= Proposal.docx X
|+ ® o >
Slide  English (U.K) | Give Feedback to Microsoft ([©@ o | — @ +
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Design a presentation

e @ Campaign Presentation <& v £ Search (Alt + Q)
File Home Insert Draw Design Transitions  Animations  Slide Show v
@
1
Marketing Campaign
Proposal for Ocean
Recycled Sneakers Introduction
2
Agenda
Innovative footwear designed with
3 sustainability in mind is paving the way for
Introduction
a greener future.
Slide 3 of 18  English (U.K.) () Notes Give Feedback to Microsoft ([B =

0

@ Share v

O

Copilot

EEOE % B el e N -ll-l\-!-ll\\-l [}

additional details

T e e I WA IED R

e Added images to make your deck more

engaging

e Applied layouts to organise slides

You can also use Designer for adjusting

layouts.

AR,

+ Message Copilot (

_I_

20%
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Design a presentation

@ Campaign Presentation P v £ Search (Alt + Q) 555:3 e
File Home Insert Draw  Design Transitions Animations Slide Show v J (® Share v
D v [ v Ca v — v ) a ‘,\\‘Copilot} v
' Market gc ig -
arxketin ampaign H
Recycled Sneakers Introduction
nnovative Footwear for a Sustainable Future l. COleOt Al-generated content may be incorrect
Here's the outline for the presentation I'm
5 generating:
Agenda
¢ Introduction
e e Objective
el e Taraet Audience
. . . ' e 0O
Innovative footwear designed with +  Message Copilot w ¥
3 sustainability in mind is paving the way for
Introduction
a greener future.
Slide 3 of 18 English (UK)) [? Notes Give Feedback to Microsoft B 88 & — (@ + 20%
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Copilot and designer

@ Campaign Presentation <3 £ Search (Alt + Q) €93 .
Fle Home |Inset Draw Design Transitions  Animations  Slide Show v SRR (~ Share v
E) v Ej v EE; v — v CE] v EEﬂ 'E& Ck}pih]tl oy v
| Marketing Campaign . @ i
Proposal for Ocean L """T'Th“ _,,..,.,....‘:.. i
Recycled Sneakers " additional details
e Added images to make your deck more
Marketing Campaign engaging
Proposal for Ocean * Applied layouts to organise slides
Recycled Sneakers
You can also use Designer for adjusting

layouts.

2
Agenda
@ P

& ¢

+  Message Copilot

3
Introduction

INTRODUCTION TO MICROSOFT COPILOT
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Edit a presentation

Campaign Presentation <@

@

File Home Design

Insert Draw

- ISR SR E-LU I LR
- Aliccated budgel: $40,000

- Public Relations and Medis Outreach

= Aliccated budget: $20.000

= Events and Pop-Up Shops l
- Allocated budget: $60.000

= Total Budget
- Overall budget: $200,000

17

Immediate Infiuencer Parmerships
+ Idenify ke influsncers aligning with brand values
Next Steps - Initiste contsacts snd outline callaboration plans

* Ensure sy engsge im expose

Social Media Campaigns

= Develop detailed content calsndar

- Highlight brand's i
impact

Events and Pop-Up Shops

18

Final Thoughts

By axncuting these stapa affoctively, the campaign will not coly drive initial
wlos but slso build & loyal customar base committed to sustainabilty.

Slide 17 of 18  English (U.K))

v £ Search (Alt + Q)

Transitions

Oy

Immediate
Next Steps

Animations

Slide Show v I

Influencer Partnerships

= |dentify key influencers aligning with brand values

= Initiate contracts and outline collaboration plans

= Ensure early engagement and maximum exposure

Social Media Campaigns

= Develop detailed content calendar

= Highlight brand's story, unique selling points, and environmental
impact

= Schedule posts for consistent engagement

Website and E-commerce Development

= Ensure website is fully functional and optimized

Public Relations and Media Outreach

Events and Pop-Up Shops

() Notes Give Feedback to Microsoft ([

@ ()

® Share v

Copilot

EE OB % 1 %l % N e —lrl\-\-ll\\-l [ R S \-\Jllhullllllv

additional details
e Added images to make your deck more

engaging
e Applied layouts to organise slides

You can also use Designer for adjusting

Summarize the text on this slide
to three bullet points|

+ ® o >
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Edit a presentation

I

File Home Insert Draw

Campaign Presentation <g

Design

- WL S C-GUTTITIEIGY LAV

= Allocated budget: 540,000

— — | - Public Relations and Media Dutrasch
i n—— | . + Aliscated budget: $30,000
—— - | . Events and Pop-Up Shops l
“n:“kmm :m + Mlocated budget: $60,000
Y | | - Total Budget
. | " Ol budge:S200.000

17

Immediate
Next Steps

Influences Partnerships
- 1 ey

18

Final Thoughts

hesa stopa affoctively, the campaign will not only drive initial
build & loyal customer base committed to sustainability.

Slide 17 of 18  English (U.K.)

v £ Search (Alt + Q)

Transitions

Oy

Immediate
Next Steps

Animations

Slide Show v

Influencer Partnerships

= |dentify key influencers aligning with brand values

= |nitiate contracts and outline collaboration plans

= Ensure early engagement and maximum exposure

Social Media Campaigns

= Develop detailed content calendar

= Highlight brand's story, unique selling points, and environmental
impact

= Schedule posts for consistent engagement

Website and E-commerce Development

= Ensure website is fully functional and optimized

Public Relations and Media Outreach

Events and Pop-Up Shops

(D Notes Give Feedback to Microsoft  ([B®

@ ()

D
— Copilot

Sure! Here are three bullet points
summarizing the text on the current slide:

e |dentify key influencers aligning with

hrand valiitac and initiate rantrarte foi

Can you summarize the next slide’

Add visuals to the presentation. C

+ Message Copilot © J

g — @ +  20% <
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X datacamp

Format a slide

2t [@ Campaign Presentation <& v Search (Alt + Q)
File Home Insert Draw Design Transitions  Animations  Slide Show
.___;.,._ i-;‘ 4 - rv_ LS [E]
17 —
Immediate s —
MNext Steps __M;' — = — —
i e e Final Thoughts
18
Final Thoughts

& ()
o R

Copilot

_+_.

Ensure the website 1s tully functional
and optimized for e-commerce.

Can you summarize the next slide?

Add visuals to the presentation. C

Add a slide to thank the team
members involved in the prc:jecﬂ

® ¢ >
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Visual Creator
TR - ©

Campaign Presentation (g v

File Home Insert Draw Design  Transitions
S e

&

18

Final Thoughts

By axacuting theso stopa affoctively, the campaign will not enly driva initisl
salos but alao build & loyal customar base committed to sustainability.

Thank You Team!

o
' 3 B B

y

—~

.
3

X datacamp

£ Search (Alt + Q)

Animations

& (o

Slide Show v () & Share v

[ ~ Copilot D)

“ Visual Creator

+ Appreciation for dedication and
hard work.

+ Collaboration led to innovative
solutions.

« Together, we achieved our project

coste ) Get agents

O Chat history )
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Visual Creator

ces @ Campaign Presentation <g M

File Home Insert Draw Design  Transitions

« Schedule posts for consistent engagement
Website and E-commerce Development
= Ensure website is fully functional and optimized

Public Retations and Media Outreach l

Events and Pop-Up Shops

@

Final Thoughts
g i iy b e k-l Thank You Team!

uuuuuuuuuu

X datacamp

£ Search (Alt + Q)

& (o

Animations  Slide Show Vv I @® Share v

— Visual Creator

A cartoon style image of a team

= Appreciation for dedication and
hard work.

working on a project

+ Collaboration led to innovative
solutions.

+ Together, we achieved our project
goals.

:' Visual Creator

Al-generated content may be incorrect

Here is a whimsical cartoon style image of a

Ask a question )

M S
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Let's practice!
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Copilot for Microsoft
Excel

INTRODUCTION TO MICROSOFT COPILOT

Nia Joseph
Al Product Builder, Microsoft

X datacamp




Copilot in Excel

(\/} Uncover 1nsights 1nto our data

(\/} Create visualizations

<\/’ Assist with formulas
(J’ Manipulate data

X datacamp INTRODUCTION TO MICROSOFT COPILOT



Where is Copilot in Excel?

it KW Sales summary <3 v
File Home Insert Share Pagelayout Formulas

%) [:6 t}{) Aptos Narrow (Bo... ¥ 11 v —

£ Search for tools, help, and more (Alt + Q)

Data

Review

& (o

View Vv J @ Share v

S Y o

Paste Alignment = Number Cells Editing | Add-ins = Copilot
. B Eea-a- - S R
Undo Clipboard Font Add-ins Vv
3 2024 Feb Winter Jacket 140 7000 2000 '
4 2024 Mar Winter Jacket 120 6000 1700
5 2024 Apr T-Shirt 220 4400 1200
6 2024 May T-Shirt 270 5400 1400
7 2024 Jun T-Shirt 320 6400 1700
8 2024 Jul Shorts 200 4000 1100
9 2024 Aug Shorts 240 4800 1300
10 2024 Sep Shorts 270 5400 1500
11 = ANNOA MNAt ChrnrnntAr 1CN TCNN 10NN = v
— Sheetl -+
Workbook Statistics v Give Feedback to Microsoft — 100% -+

X datacamp
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Where is Copilot in Excel?

e Save file in OneDrive or SharePoint to use Copilot.

= m Sales summary <@ L Search for tools, help, and more (Alt + Q) £33 @
File Honi. Insel lastsaved:Justnow siyout  Formulas Data  Review View Vv @Rl (» Share
5 [:"D X Aptos Narrow (Bo... ¥ v — ?gg ?/ EEI7 %? "h
Paste U B 7/ U DL AT A Alignment = Number Styles Cells Editing | Add-ins | Copilot
B E oA - X I I I -
Undo Clipboard Font Add-ins v
3 2024 Feb Winter Jacket 140 7000 2000 '
4 2024 Mar Winter Jacket 120 6000 1700
5 2024 Apr T-Shirt 220 4400 1200
6 2024 May T-Shirt 270 5400 1400
7 2024 Jun T-Shirt 320 6400 1700
8 2024 Jul Shorts 200 4000 1100
9 2024 Aug Shorts 240 4800 1300
10 2024 Sep Shorts 270 5400 1500
1 ANNA NA+ Chrnrnn +rr 1EN —CNN 10NN v
4 >
= Sheetl +

X datacamp

INTRODUCTION TO MICROSOFT COPILOT



Organize Data into tabular format

e The data needs to be in table format

Sales summary (g v L Search for tools, help, and more (Alt + Q) £03 @
File | Home | Insert Share Page lLayout Formulas Data  Review Table Design Vv GBI (» Share v
3% Aptos Narrow (Bo... ¥ 11 v — ABC - A 00
o | [ e Narow = (B & ¥ o
O [B]I U Db A & |, ) . .
Paste Alignment | Number Styles Cells Editing = Add-ins = Copilot
v g _ v (2?' v é v v v v v v
Undo Clipboard Font | dd-ins
. - 7 \¥
3| 2024 Feb Winter Jacket 140 7000
4| 2024 Mar Winter Jacket 120 6000 Conditiona) Fermat As ] Cell
: Formatting v Table v -~ Styles v
5 2024 Apr T-Shirt 220 AANN R
6| 2024 May T-Shirt 270 Light
7 2024 Jun T-Shirt 320 5 -—-—- - —- — — — —
8 2024 Jul Shorts 200 o ____ o ___ o o __ o _____ o
9| 2024 Aug Shorts 240 _----  ----” _---- LD S I---D» - -
B 2024 Sep ST 270 e s e B RS B B
14 ANNA NA+ Cintnntar 1icn @ |=-=-===-]  |=====  |===== |=====] |=====]  |=====| |====-

—  Sheetl

_|_
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|dentify insights

$50 000

24% 51%

e |dentify trends
 Find outliers

e Provide statistical summaries
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|dentify insights

m Sales summary <@ v L Search for tools, help, and more (Alt + Q) £03 @
File Home Insert Share Pagelayout Formulas Data Review Table Design v )
Al v Fx Year o
X
2| 2024 Jan Winter Jacket 170 8500 I .
3| 2024 Feb Winter Jacket 140 7000 [ SE s '“S'gh’fsj
41 2024 Mar Winter Jacket 120 6000 _ o
5 2024 Apr T-Shirt 290 4400 Show a suggestion  Show data insights
6| 2024 May T-Shirt 270 5400 N ,
- Suggest conditional formatting C
7 2024 Jun T-Shirt 320 6400
8 2024 Jul Shorts 200 4000 hf y . I
o| 2024 Aug Shorts 540 4800 Searc olr cc.mtent, as f';a question, or tell me
10| 2024 Sep Shorts 570 5400 what you'd like to do with A1:F37
1 < AN A MaAt CiarnntAr 1CN TENN > v
— N WG 9 .
= Sheet1 + v
Workbook Statistics Average: 2515.541667 Count: 222 Sum: 362238 ~ Give Feedback to Microsoft — 100% -+
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Create charts and visualizations

File Home

l’ Sales summary

S

Insert  Share

Al v fx

Page Layout

Formulas

Data

Review

N dxaadan winterlacket 2 | 270 @ oo
3| 2024 Feb Winter Jacket 140 7000
4| 2024 Mar Winter Jacket 120 6000
5| 2024 Apr T-Shirt 220 4400
6| 2024 May T-Shirt 270 5400
71 2024 Jun T-Shirt 320 6400
8 2024 Jul Shorts 200 4000
9| 2024 Aug Shorts 240 4800
10| 2024 Sep Shorts 270 5400
4 4 ARPA Mise Cosam m LT A4EM bl ~tala

X datacamp

Search for tools, help, and more (Alt + Q) @

Table Design v GREN (~ Share v

# Copilot X

Done! What else can | help you with?

& Y

Show data insights

9 CDpllﬂt Al-generated content may be incorrect

| analysed data in A1:F37, and here's what | found: ]
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Use formula suggestions

33 m Sales summary <@ v £ Search for tools, help, and more (Alt + Q) £03 @
File Home Insert Share Pagelayout Formulas Data Review Table Design v S
Al v Fx Year o
#» Copilot X
2| 2024 Jan Winter Jacket 170 8500 I Get deeper analysis results using Python .
3| 2024 Feb Winter Jacket 140 7000
4] 2024 Mar Winter Jacket 120 6000 Can | see another insight?
) 2024 Apr T-Shirt 220 4400
6| 2024 May T-Shirt 270 5400 Add all insights to grid =~ C
7 2024 Jun T-Shirt 320 6400
8| 2024 Jul Shorts 200 4000 Calculate the marketing spend per product
9| 2024 Aug Shorts 240 4800 sold on the current sheet
10 2024 Sep Shorts 270 5400
14 . ANNA NA+ Cininn P 1AEN “ENnN " 0& +<\>E] Ea) @ >
— Sheetl Sheet2 + :
Workbook Statistics Average: 2515.541667 Count: 222 Sum: 362238 ~ Give Feedback to Microsoft — 100% -+
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Use formula suggestions

m Sales summary <¢ v £ Search for tools, help, and more (Alt + Q) £03 @
File Home Insert Share Pagelayout Formulas Data Review Table Design Vv )
Al v Fx Year v
. ¥4 Copilot X
2024 Jan Winter Jacket 170 8500 .
3| 2024 Feb Winter Jacket 140 2000 Calculates the marketing spend per unit sold by
2l 2024 Mar Winter Jacket 120 6000 dividing the total marketing spend by the
5| 2024 Apr T-Shirt 220 4400 number of units sold for each product in the
6| 2024 May T-Shirt 270 5400 table.
7| 2024 Jun T-Shirt 320 6400
x U
8| 2024 Jul Shorts 200 4000
10 2024 Sep Shorts 270 5400 Sold]]
14 ANNA Ma~At ChunrAnntAr 1CEN TENnN v
<« GEEE—S > 0
Sh lanation
= Sheetl Sheet2 + B v
Workbook Statistics Average: 2515.541667 Count: 222 Sum: 362238 ~ Give Feedback to Microsoft — 100% -+
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Convert data

m Sales summary <@ N L Search for tools, help, and more (Alt + Q) £03 .
File Home Insert Share Pagelayout Formulas Data Review Table Design v )
Al v Fx Year v
a X
2|__2024 Jan Winter Jacket 170 8500 I Create a 'Marketing spend per unit' column a
3 2024 Feb Winter Jacket 140 7000
4 2024 Mar Winter Jacket 120 6000 Add a column that combines 'Month' and 'Product’
) 2024 Apr T-Shirt 220 4400
6| 2024 May T-Shirt 270 5400 C
7 2024 Jun T-Shirt 320 6400
8| 2024 Jul Shorts 200 4000 Add a column with amounts converted from
9| 2024 Aug Shorts 240 4800 dollars to euros from the Net Sales (USD)
10 2024 Sep Shorts 270 5400 column
=1l ANDA MaAt CinrnntAr 1N _TENN v
<« G » 00 o @ 0
= Sheetl Sheet2 -+ A8 @ ¢ > :
Workbook Statistics Average: 2515.541667 Count: 222 Sum: 362238 ~ Give Feedback to Microsoft — 100% -+
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Sort data

“ Sales summary (g v L Search for tools, help, and more (Alt + Q)
File Home Insert Share Pagelayout Formulas Data Review Table Design Vv 58
Al v Fx Year o
" X
2024 Jan Winter Jacket 170 8500 I .
3 2024 Feb Winter Jacket 140 7000 % COp“Ot Al-generated content may be incorrect
41 2024 Mar Winter Jacket 120 6000
| ' . -
5| 2024 Apr T-Shirt 520 4400 Sur.e. Looking at A1:F37, here’s 1 change to
6| 2024 May T-Shirt 270 5400 review and apply:
/{2024 Jun T-Shirt 320 6400 e Apply a custom sort on column 'Year' in
8 2024 Jul Shorts 200 4000 o
9 2024 Aug Shorts 240 4800
10 2024 Sep Shorts 270 2400
11 ANDA MAtr Crininn A 1N TCENN v \/ Apply & Q
< GEEE— g 0
— Sheet1l Sheet2 -+ v
Workbook Statistics Average: 2515.541667 Count: 222 Sum: 362238 ~ Give Feedback to Microsoft — 100% -+
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Let's practice!
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