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Executive Summary

The AI Skilling Practice provides a comprehensive 
enablement pathway, from Generative AI 
fundamentals through Copilot usage, 
collaboration scenarios, document and 
presentation creation, data analysis, and finally 
building governed custom agents. It is designed to 
drive productivity improvements, considering 
responsible AI and accountability, and establish a 
continuous learning rhythm that sustains 
adoption.
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Scope, Assumptions, and Success 
Criteria

Scope: End-user training for Copilot Chat and 
Microsoft 365 apps (Teams, Outlook, Word, 
PowerPoint, Excel, and Power BI), plus an 
advanced track for creating and governing business 
agents. 

Note: This practice plan is designed as an introductory 
pathway to Copilot training. More in-depth sessions such 
(including roles based training and agentic AI) can be 
customised for specific teams or individual needs, with a 
stronger focus on practical use cases, advanced 
features, and integration strategies to help users improve 
productivity for their industry. Participants can also take 
part in scenario-based workshops to explore how each 
agent supports tasks such as content creation, 
information gathering, and data-driven decision-making. 

Assumptions: Users have access to Microsoft 365 
and an approved data classification (MS Purview) 
and acceptable-use policy.
❖ For users who do not yet have a Microsoft 365 

licence, participation in the fundamentals sessions is 
still encouraged. A separate Copilot Chat module 
tailored for unlicensed users can be offered, ensuring 
foundational AI concepts and chat functionalities are 
accessible to all, regardless of licensing status.

Success criteria: Effective use of Microsoft 
Copilot, increased active usage, reduced time on 
routine tasks, improved content quality, reduced 
cognitive load and documented value while 
maintaining compliance with Responsible AI and 
security requirements.

Prerequisites & Preparation Checklist

• Confirm user access/licensing for Copilot 
experiences and required Microsoft 365 apps.

• Publish or reference data classification and 
acceptable-use guidance for AI.

• Prepare a demo environment and sample 
documents and use cases

• Nominate champions 
• Set baseline measures (survey + time-on-task 

estimates) to compare post-training results.

Practice Vision

Enable organisations to adopt, use, and scale AI 
(Copilot & Agents) confidently, focusing on real 
productivity gains.
• Outcome-driven: Every module ties to a real 

work scenario and use cases
• Responsible by design: Privacy, security, and 

Responsible AI practices are embedded in 
every lab and prompt pattern.

• Role-based: Advanced trainings can be 
tailored for different groups of business users.

• Hands-on: Each session includes a mix of 
PowerPoint presentation and live demo

• Continuous: Reinforcement via champions 
group and ongoing support



Copilot training roadmap (8 Week Plan)

• Week 1: Foundation Layer – Generative AI Core 
• Week 2: Copilot Chat & introducing Ready-Made Agents 
• Week 3: Copilot in Teams & Outlook 
• Week 4: Copilot in Word 
• Week 5: Copilot in PowerPoint 
• Week 6: Copilot in Excel 
• Week 7: Copilot in Power BI 
• Week 8: Build Your Own Agents 
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1. Foundation Layer – Generative AI Core
AI Fundamentals covering Generative AI concepts, Responsible AI, security, and prompt basics.
Note: this module is required prerequisite before attending other app focused modules 
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Objectives

• Explain how Generative AI works at a high level 

• Generative AI essentials: strengths, limits, hallucinations, and 
validations.

• Explain Responsible AI principles (fairness, reliability, safety, privacy, 
transparency, accountability).

• Work IQ

Target audience All employees; recommended prerequisites for every other layer.

Duration & format 60 minutes instructor led 

Hands-on labs Classify a set of example inputs and use cases

2. Productivity Kickstart – Copilot Chat & Readymade Agents
Using Copilot Chat and ready-made assistants for daily productivity gains.

Objectives

• Introduce Copilot as UI for AI

• Use Copilot Chat effectively for research, ideation, drafting, 
summarising, and planning.

• Prompt engineering, good prompt structure, and prompt gallery

• Custom instructions and memory

• Create reusable prompt templates for recurring tasks.

• Work grounded vs web grounded

Target audience All business users 
Duration & format 60- 90 minutes instructor led 

Key scenarios

• Turn rough notes into a structured email, brief, or proposal outline.

• Create an image (poster, infographic, banner)

• Upload file from could and extract key insights

Hands-on labs

1. Prompt pack build: create 5 prompts for your role (drafting, 
summarising, analysis, brainstorming, tone rewrite).

2. Iterate and constrain: refine output with format constraints (table, 
bullets, length, tone).
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4. Content Excellence – Copilot in Word 
AI-powered writing 

Objectives • Draft, rewrite, and refine documents with consistent tone, structure, 
and clarity. 

Target audience Anyone who writes reports, proposals, and policies 
Duration & format 60- 90 minutes instructor led 

Key scenarios

• Create an outline from a brief and expand into a full draft.
• Rewrite for a target audience (executive vs. technical) and enforce a 

style guide.
• Add and manage data sources and attach cloud files 

Hands-on labs 1. Draft a 1-page brief with an executive summary and 
recommendations. 

Objectives

• Improve meeting efficiency with AI-driven preparation, recaps, and 
follow-ups.

• Reduce inbox load using summarisation, prioritisation, and 
response drafting.

• Demonstrate how Copilot works in Teams chats and channels

Target audience All Teams and Outlook users

Duration & format 60 minutes instructor led

Key scenarios

• Generate agenda options 

• Use Copilot in Teams chats and Channels

• Produce meeting recap with decisions, action items, and due 
dates.

• Create a follow-up message to align stakeholders and confirm next 
steps.

• Summarise long email threads and extract open questions.

• Draft replies with tone guidance (firm, friendly, concise) 

• Turn emails into tasks and status updates.

Hands-on labs
1. Summarise email threads

2. Generate a follow-up plan

3. Collaboration Enablement – Teams & Outlook
Improving meetings, email management, and collaborative workflows.
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6. Data Confidence part 1 – Copilot in Excel
Natural-language data analysis and insights for business users.

Objectives
• Use natural language to analyze data, spot trends, and explain drivers.
• Generate formulas, pivots, and summaries with validation steps.
• Turn analysis into an executive-ready narrative. 

Target audience Analysts, finance, operations, and business users working with 
tables/spreadsheets. 

Duration & format 60- 90 minutes instructor led 

Key scenarios

1. Ask-to-analyze patterns: segmentation, comparisons, outliers, and time 
trends.

2. Formula generation with checks: explain the formula, test cases, and 
sanity checks.

3. Visualization and storytelling: what the chart means and so-what. 

Hands-on labs

• Create a pivot-style summary from a natural language request and validate 
totals.

• Generate a formula, then ask for an explanation and alternative approach.
• Write a 5-bullet executive insights summary with recommendations. 

Objectives • Create presentations faster from scratch, outlines, documents, or 
talking points. 

Target audience Anyone creates slides (such as business, sales, HR, operations).

Duration & format 60 minutes instructor led

Key scenarios

• Generate a deck storyline: problem → insight → recommendation → next 
steps.

• Convert a Word outline into slide titles and speaker notes.
• Create slide-by-slide refinement prompts (simplify, add examples, 

tighten text). 

Hands-on labs • Create a 6–8 slide deck from the brief, including a summary slide 
and call to action. 

5. Presentation Excellence – Copilot in PowerPoint
Use Copilot to streamline slide creation, enhance narratives, and ensure presentations are both clear and 
engaging. 
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6. Data Confidence part 1 – Copilot in Excel
Natural-language data analysis and insights for business users.

Objectives

• Use Copilot in Power BI to explore data using natural language queries

• Translate business questions into effective prompts

•  Interpret AI-generated insights (summaries, trends, comparisons)

• Validate responses against report visuals and known metrics

•  Turn insights into simple business narratives and decisions 

Target audience

Business users, report consumers, and analysts who work with Power BI 
reports and want faster insights without needing to build reports or write 
DAX
NOTE: This course does not cover Copilot use for Power BI developers.  If 
client is interested in this content, steer toward CDIAD (beginners – 1 day) 
or AI03 – AI in Power BI & Fabric (intermediate – 2 day) 

Duration & format 2 hours - Lightweight, hands-on instructor lead session 

Key scenarios

• Understanding Copilot Pane vs Standalone Copilot – when to use 
which

• Ask questions about a report using natural language (e.g. “What drove 
sales decline last quarter?”)

•  Generate summaries and key insights from a dataset instantly
• Compare segments (regions, products, time periods)
• Identify trends, anomalies, and drivers without building visuals
• Validate AI insights by cross-checking report visuals
• Turn Copilot outputs into business-ready insights (emails, summaries, 

talking points) 

Hands-on labs

• Prompt patterns: Ask 5 different question types (trend, comparison, 
breakdown, anomaly, summary)

• Refine results: Improve outputs using follow-up prompts (clarify, 
filter, reframe)

•  Validate insights: Cross-check Copilot answers against report 
visuals/data

• Explain the “so what”: Convert Copilot output into a short business 
insight summary (3–5 bullets)

• Scenario challenge (optional): Answer a business question end-to-
end using Copilot + report 

7. Data Confidence 2 – Copilot in Power BI
Natural-language data analysis and insights for business users.

https://www.agile-insights.com.au/training/chat-with-your-data-in-a-day/
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Objectives
• Identify high-value use cases suitable for agents (repeatable, rules + 

knowledge, measurable).
• Design agent behavior: purpose, boundaries, tools, data sources. 

Target audience Power users, business process owners, IT/automation teams, citizen 
developers 

Duration & format 60 minutes instructor led

Hands-on labs • Build a “Policy Q&A” agent grounded in approved documents 
• Build a Leave Policy agent 

8. Advanced Capability – Build Your Own Agents
Designing and governing custom Copilot agents for business processes.

Additional sessions: Continuous Enablement

Tips and tricks sessions can be delivered either as instructor-led workshops or through digital learning 
formats, including an AI coach, short videos, practical demonstrations, written guides, and other 
supporting media. A blended approach can also be used to suit different learning preferences and 
business needs. These sessions are designed as extra enablement content, giving users flexible ways to 
build confidence, strengthen everyday Copilot habits, and continue learning beyond the core training 
programme.
In addition, Evergreen sessions can be organised on a biweekly or monthly basis as instructor-led sessions 
to walk users through new Copilot updates, features, and enhancements. These sessions help keep users 
informed of ongoing changes, reinforce learning over time, and ensure adoption continues to build as the 
Copilot experience evolves. 
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Leadership session

While the AI skilling plan is primarily designed for end users, a separate leadership session is offered as 
part of the overall enablement approach. Leadership engagement is critical from the beginning, as 
successful Copilot adoption depends not only on training users, but also on visible sponsorship and 
consistent reinforcement from leaders. When leaders actively use Copilot, speak about its value, and 
model practical use in their own work, it helps build trust, creates momentum, and encourages wider 
adoption across the organisation. 
This session can focus on the importance of mindset change, fostering a culture of curiosity, courage, and 
collaboration (3Cs), and provides a few  selected Copilot capabilities such as mobile voice experiences 
and meeting recap podcasts that are quite useful for leaders to use.
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