
M I C R O S O F T  C O P I L O T  T R A I N I N G  C O U R S E

Microsoft Copilot
Training
A practical course in prompting, productivity and editorial 
judgement
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0 1  ·  C O U R S E  O V E R V I E W

Why this course exists

Microsoft Copilot is genuinely useful — and genuinely 

uneven. The difference between people getting real 

value from it and those who gave up comes down to 

knowing what it is good at and how to prompt it well.

Q U E S T I O N S  B E F O R E  T H E  D A Y ?
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0 2  ·  S T R E N G T H S  &  L I M I T S

What Copilot is good at

1
R E L I A B L Y  S T R O N G

F i r s t  d r a f t s ,  s u m m a r i s i n g  l o n g  t h r e a d s  

a n d  d o c u m e n t s ,  r e f o r m a t t i n g ,  t o n e  

c h a n g e s ,  m e e t i n g  r e c a p s  a n d  p u l l i n g  

s t r u c t u r e  o u t  o f  m e s s y  n o t e s .

2
S T I L L  U N E V E N

F a c t s  a n d  f i g u r e s ,  n i c h e  o r  v e r y  r e c e n t  

t o p i c s ,  n u a n c e d  j u d g e m e n t ,  a n d  

a n y t h i n g  w h e r e  b e i n g  c o n f i d e n t l y  w r o n g  

c o s t s  y o u .



0 3  ·  P R O M P T I N G  W E L L

Prompting that works

1
T H E  F O U R  P A R T S

R o l e ,  t a s k ,  c o n t e x t  a n d  f o r m a t .  T e l l  

C o p i l o t  w h o  i t  i s  w r i t i n g  f o r ,  w h a t  y o u  

w a n t ,  w h a t  i t  s h o u l d  d r a w  o n ,  a n d  

e x a c t l y  h o w  t h e  a n s w e r  s h o u l d  l o o k .

2
I T E R A T E ,  D O N ' T  R E S T A R T

R e f i n e  i n  f o l l o w - u p s  —  s h o r t e n  i t ,  m a k e  

i t  m o r e  d i r e c t ,  k e e p  p a r a g r a p h  t w o .  

R e w r i t i n g  t h e  p r o m p t  f r o m  s c r a t c h  

t h r o w s  a w a y  u s e f u l  c o n t e x t .



0 4  ·  O N  T H E  D A Y

Course times
9:00 am Arrival & setup

9:30 – 10:45 am Copilot foundations & where it lives

10:45 – 11:00 am Morning break

11:00 am – 12:00 pm Prompting practice

12:00 – 1:00 pm Lunch break

1:00 – 2:30 pm Content & editorial review



0 5  ·  M I C R O S O F T  3 6 5

Where Copilot fits in

1
W O R D  &  O U T L O O K

D r a f t i n g ,  r e w r i t i n g  a n d  s h o r t e n i n g  

d o c u m e n t s ;  s u m m a r i s i n g  l o n g  e m a i l  

t h r e a d s  a n d  t u r n i n g  t h e m  i n t o  c l e a r  

r e p l i e s  a n d  a c t i o n s .

2
E X C E L ,  T E A M S  &  P O W E R P O I N T

E x p l a i n i n g  f o r m u l a s  a n d  s p o t t i n g  t r e n d s ,  

r e c a p p i n g  m e e t i n g s  w i t h  o w n e r s  a n d  

a c t i o n s ,  a n d  t u r n i n g  d o c u m e n t s  i n t o  

s l i d e s .



0 6  ·  S E O  C O N T E N T

Copilot for SEO

Copilot is fast at keyword clusters, page titles, meta 

descriptions and FAQ blocks — but it does not know 

your audience or your search data. Start from real 

keyword research and keep one clear intent per page.

T H E  R U L E  O F  T H U M B

C o p i l o t  d r a f t s .  Y o u  d e c i d e  w h a t  d e s e r v e s  t o  r a n k .



0 7  ·  E D I T O R I A L  D I S C I P L I N E

What comes from you

1
C H E C K  B E F O R E  Y O U  S E N D

V e r i f y  n a m e s ,  n u m b e r s ,  d a t e s  a n d  l i n k s .  

C o p i l o t  s t a t e s  w e a k  f a c t s  a s  c o n f i d e n t l y  

a s  s t r o n g  o n e s ,  s o  n o t h i n g  s h i p s  u n r e a d .

2
O W N  T H E  V O I C E

C u t  t h e  f i l l e r ,  k e e p  y o u r  h o u s e  s t y l e ,  

a n d  m a k e  s u r e  t h e  p o i n t  o f  t h e  p i e c e  i s  

y o u r s  —  n o t  a  p l a u s i b l e  a v e r a g e  o f  t h e  

i n t e r n e t .



0 8  ·  N E X T  S T E P S

After the session

Pick two tasks you do every week and use Copilot on 

both for a fortnight — that habit beats any one-off 

experiment. Build a shared library of prompts that 

worked, and agree a simple human review rule.

W A N T  A  F O L L O W - U P  S E S S I O N ?
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S E E  Y O U  S O O N

Thank you
for training with Ascent Training Wales

www.ascenttrainingwales.co.uk

01656 737349   ·   hello@ascenttrainingwales.co.uk
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