Recommended Prerequisite Skills

To get full value from the course, participants should already be comfortable with a small set
of core Microsoft 365 capabilities outlined below:

Microsoft 365 Basics
Each learner should already be able to:

e Sign in to Microsoft 365 with a work or training account
¢ Navigate between Teams, SharePoint, and OneDrive
e Understand where files live:

o OneDrive = personal

o SharePoint = team/site

o Teams = collaboration on top of SharePoint

File Management (Teams & SharePoint)
Each learner should be able to independently:

e Upload files to SharePoint and Teams channels

e Create folders and organize content

e Move and rename files clearly

e Openthe same file in Teams, SharePoint, or desktop/web apps

Access, Sharing & Context
Each learner should be able to understand:

e Copilot can only use content they already have access to
e Different access = different Copilot responses

e Howtotellif afileis personalvs shared

e How to share afile or folder using a basic link

Attaching Context to Copilot Prompts
Each learner should already be able to:

e Attach files, emails, chats, meetings, Teams channels, or sites to a prompt
e Reference content by selecting, linking, or opening it first
e Distinguish between:

o Prompting about afile

o Prompting inside a file

o Prompting without grounding



Core App Editing Skills (Non-Al)
Learners should already be able to perform basic, non-Al tasks in:

e Word: editing, headings, comments/track changes
e Excel: navigating sheets, sorting/filtering, selecting ranges, tables
e PowerPoint: creating/editing slides, layouts, slide sorter/master

Teams for Live Workshops
Each learner should already be able to:

e Join meetings and use chat
e Navigate channels vs chats
e Locate shared files, notes, and links
e Upload files in meetings or channels

Information Hygiene

Each learner should be able to understand:

Copilot output reflects content quality

Clear file names and versioning matter

e Disorganized content = unreliable results

Al output requires human review and judgment



