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[ Course Objectives]

Establish a new understanding of Al-powered productivity: Grasp how Al transforms workplace operations and
identifies pathways for personal skill advancement
e Master efficient prompting techniques: Learn to direct Al through conversational interactions to ac-
complish real-world work tasks
e Master Copilot's core capabilities: Seamlessly execute search, summarization, analysis, generation, and
translation
e Deeply integrate Copilot in Office: Significantly boost efficiency in documents, spreadsheets, and
presentations
o Develop foundational automation thinking: Use Al to batch-process and streamline common office
tasks

[ Software Versions]
Copilot Web + Copilot for Microsoft 365

[ Course Outline]

L Exploring Al: The Guide to the Intelligent New Era
1. The Impact of Al on Workplace Operations

2. Overview and Core Advantages of the Copilot Platform

e Integration of Copilot with the Office 365 Ecosystem
e Core Advantages of Copilot for the Web

3. Al Capability Model for Intelligent Office Professionals
1l. Al Prompt Design: Unlocking the Ability to Communicate with Al

1. Essential Components of Effective Prompts
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2. Clarifying Al Prompts: The SMART Principle
3. Structuring Al Prompts: Role-Task-Specification\
4. Professionalizing Al Prompts

e Simulation Method (Having Al Play the Role of an Expert)
e Inquiry Method (Gradually Approaching Satisfactory Outcomes)

Ill. Key Features of Copilot Large Model Web Version

1. Search and Q&A

e Generate Tables
e Follow-up Questions

2. Document Analysis and Q&A

3. Document Translation

4. Image Text Recognition

5. Table Calculation (ID Number Calculation)

o Display calculation results
e Display Excel Formulas
e Explain Excel formula

6. Program code
IV. Key Features of Copilot Large Model Office Edition

1. Word Scenarios: Intelligent Document Creation

e Quickly generate document structures (notices, proposals, reports, summaries)
e Content expansion, compression, and rewriting

e Unify tone and style

e Batch formatting adjustments

e Document translation and bilingual version generation

2. Excel Scenarios: Al-Driven Data Analysis

e Generating Formulas Using Natural Language
e Rapid Data Statistics and Summarization
e Data Cleaning and Format Standardization
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e Generating Charts and Simple Analytical Conclusions
e Assisting in Understanding Others' Spreadsheet Logic

3. PowerPoint Scenarios: Efficient Presentation Design

e One-click generation of PPT outlines and storylines
e Page Structure and Title Optimization

e Image placement and layout suggestions

e Automatically generate presentation notes

V. Copilot: Smart Reporting for the Workplace
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Examples of Commonly Disorganized Business PPT Structures

N~

Classic Logical Structure for Business Presentations

e Pyramid Principle: Building Clear and Understandable Frameworks

e SCQA Model: Capturing Audience Attention

e PREP Model: Ensuring Single-Slide Presentations Convey Clear Messages
e STAR Model: Structured Presentation of Projects and Outcomes

e AIDA Model: Designing a Persuasive Marketing Path

3. Al-Powered Logic Diagnosis and Optimization
VI. Copilot: Advanced Office Automation and Efficiency

1. Al + VBA Code for Batch Processing of Office Documents

e Automatically Collect Excel Reports
e Automatic Excel Report Splitting

2. Intelligent Code Visualization
Visualization via HTML Code

e Create intelligent charts with Mermaid code
e Intelligent visualization for managing analytical models

3. Batch Document Processing with BAT Scripts
e Batch Identification of Specified Information in Documents

e Writing BAT code
e Batch Renaming Document Reports with BAT Scripts
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