
 

 
 

 

Summary: Duration - 1 day x 8 hours (Theory + Hands-on Labs), Level - 200 (MS Scale), Delivery method - Virtual Instructor-led class or In-class 

This course provides comprehensive, hands-on training on leveraging Microsoft 365 Copilot and Copilot Studio to transform and accelerate sales processes. Participants 
will learn how AI-driven tools can streamline every phase of the sales cycle – from initial customer research and outreach, through active engagement and RFP response, 
to post-sale analytics and customer success. The curriculum combines focused theory sessions that establish conceptual foundations with practical lab exercises where 
participants apply their knowledge using real-world sales scenarios built around the Contoso Enterprise case study. 

 
AUDIENCE: 
 
The primary audience of this class are sales professionals, business development representatives, and sales managers who want to integrate AI tools into their daily 
workflows. This includes professionals working with Microsoft 365 who seek to improve customer research, CRM management, RFP responses, and post-sale analytics 
through AI-powered automation. 
The secondary audience includes CRM administrators, marketing operations specialists, and anyone interested in understanding how Microsoft Copilot and Copilot 
Studio can augment the modern sales process. 
 
Prerequisites: 

• Basic knowledge of Microsoft 365 applications (Outlook, Word, PowerPoint, SharePoint) 
• Familiarity with CRM concepts and sales processes 
• Basic understanding of AI prompts and prompt engineering principles 
• Introductory awareness of Microsoft Copilot Studio (helpful but not required) 

 

AFTER THE TRAINING ATTENDEES WILL BE ABLE TO:                                                                                               
 

• Use Microsoft 365 Copilot to accelerate customer research, sales preparation, and outreach communications 
• Leverage Copilot Chat and Copilot Studio to improve customer response times and maintain accurate CRM records 
• Streamline the RFP response process using AI-powered content generation, team collaboration, and customer communication 
• Analyze post-sale customer feedback, identify upsell opportunities, and generate actionable performance reports 
• Set up and configure a SharePoint-based sales hub to support collaborative sales operations 
• Build reusable AI-powered workflows for end-to-end sales process optimization 

 
 

Leverage Microsoft 365 Copilot and Copilot Studio for Sales 



 

 
 

TOPICS: 

Module 0: SharePoint Sales Hub Setup (09:30 - 10:15) 

This foundational module prepares the learning environment required for all subsequent modules. Participants will create and configure a SharePoint site tailored 
for sales team operations, establishing the central collaborative hub that underpins all lab exercises. SharePoint serves as the backbone for collaborative sales 
operations within Microsoft 365 – when integrated with Copilot, it becomes an intelligent data source that AI tools can query and leverage to generate insights and 
automate workflows. 

 

Lessons: Lab: 

✓  SharePoint as a Sales Data Hub ✓  Create the ContosoSales Site in SharePoint 

✓  Document Libraries for sales collateral ✓  Add Files to the Document Library 

✓  SharePoint Lists for structured CRM data ✓  Create a CRM Contacts List 

✓  Integration points with Copilot and Copilot Studio ✓  Create an RFP Repository List 

 ✓  Create a Sales Data for Contoso Enterprise List 

 

Completing these prerequisites ensures readiness to proceed with the subsequent labs. If participants have questions, the instructor will answer in the Q&A session. 

After completing this module, you will be able to: 

✓ Set up a SharePoint team site configured for sales operations 

✓ Organize documents, CRM contacts, and sales data in structured SharePoint lists 

✓ Understand how SharePoint data feeds into AI-powered Copilot recommendations 

✓ Prepare all data repositories needed for the hands-on labs 

  



 

 
 

Module 1: AI-Powered Customer Research & Sales Preparation (10:30 - 11:45) 

The traditional sales preparation process is time-consuming and fragmented. This module explores how Microsoft 365 Copilot transforms this workflow by acting 
as an intelligent assistant that can synthesize information, generate content, and provide strategic guidance. Participants will learn effective prompting techniques 
for sales scenarios, understand how Copilot maps to specific stages of the sales cycle, and gain hands-on experience with email drafting, customer research, 
presentation creation, objection handling, and cold call preparation. 

 

Lessons: Lab: 

✓  Introduction to Microsoft 365 Copilot for Sales ✓  Draft a Professional Customer Reach-Out Email 

✓  Effective prompting for sales scenarios ✓  Conduct AI-powered Customer Research 

✓  AI-powered email drafting and personalization ✓  Prepare for Customer Conversations 

✓  Customer research and profiling with Copilot ✓  Create a Sales Presentation with Copilot 

✓  Presentation generation and objection frameworks ✓  Build Objection Handling responses 

✓  Mapping Copilot capabilities to the sales cycle ✓  Prepare for Cold Calls with AI scripting 

 

After completing this module, you will be able to: 

✓ Use Microsoft 365 Copilot to draft professional, contextually relevant outreach emails 

✓ Compile comprehensive customer profiles using AI-powered research 

✓ Generate structured talking points and sales presentations with Copilot 

✓ Proactively identify and prepare for potential customer objections 

✓ Develop structured cold call scripts with natural conversation flow 

  



 

 
 

Module 2: Customer Engagement & CRM Automation (12:00 - 13:30) 

Effective customer engagement requires balancing speed with personalization. This module covers how Copilot Chat provides an interactive AI assistant for querying 
customer information, researching products, brainstorming ideas, and drafting responses. Participants will also be introduced to Copilot Studio for building custom 
AI agents that automate repetitive tasks like CRM updates and routine communications. The module emphasizes CRM data management best practices and how 
AI-assisted updates improve both accuracy and compliance. 

 

Lessons: Lab: 

✓  Copilot Chat for Sales workflows ✓  Review Customer History in SharePoint 

✓  Querying SharePoint-stored customer history ✓  Research Product Information with Copilot 

✓  Introduction to Copilot Studio for automation ✓  Brainstorm Discovery Questions using AI 

✓  Building custom AI agents for sales tasks ✓  Draft a Tailored Customer Response 

✓  CRM data management best practices ✓  Share Response for Team Review 

✓  AI-assisted data entry and quality assurance ✓  Update Customer History in SharePoint List 

 

After completing this module, you will be able to: 

✓ Use Copilot Chat to instantly access synthesized customer intelligence from SharePoint 

✓ Draft personalized, AI-assisted customer responses that maintain brand voice 

✓ Configure Copilot Studio agents for automated CRM updates 

✓ Integrate AI tools into the engagement workflow from research to follow-up 

✓ Maintain accurate CRM data through AI-assisted entry and validation 

  



 

 
 

Module 3: RFP Response Management with AI (09:30 - 10:45) 

Responding to Requests for Proposals is one of the most resource-intensive activities in B2B sales. This module covers how Microsoft 365 Copilot and Copilot Studio 
assist at every stage of the RFP response process – from requirements analysis and customer intelligence, through content generation and team collaboration, to 
response refinement and customer communication. Participants will also learn how to build a reusable RFP knowledge base that creates compounding efficiency 
gains over time. 

 

Lessons: Lab: 

✓  AI-powered RFP requirements analysis ✓  Create and Review a Sample RFP Response 

✓  Customer intelligence for tailored responses ✓  Gather Customer Information with AI 

✓  Content generation from product documentation ✓  Research and Draft Responses 

✓  Team collaboration and review workflows ✓  Review with the Team 

✓  Building a reusable RFP knowledge base ✓  Revise Responses with Copilot 

 ✓  Communicate the Final Response 

 

After completing this module, you will be able to: 

✓ Analyze RFP requirements and generate structured response frameworks using Copilot 

✓ Compile relevant customer context to tailor proposals effectively 

✓ Draft and refine RFP responses through AI-assisted content generation 

✓ Facilitate team review workflows for quality assurance 

✓ Build organizational knowledge that improves future proposal quality 

  



 

 
 

Module 4: Post-Sale Insights & Customer Success (11:00 - 13:30) 

The sales process does not end at closing. This module explores how Microsoft 365 Copilot provides powerful capabilities for transforming raw post-sale data into 
actionable intelligence. Topics include customer feedback analysis from multiple sources, AI-powered upsell and cross-sell opportunity identification, personalized 
engagement strategies, and automated performance reporting. These tools enable sales teams to proactively address issues, identify growth opportunities, and 
make data-driven decisions. 

 

Lessons: Lab: 

✓  Post-sale analytics and customer intelligence ✓  Analyze Customer Feedback with AI 

✓  AI-powered feedback analysis and sentiment trends ✓  Prioritize Upsell Opportunities 

✓  Upsell and cross-sell opportunity identification ✓  Create Personalized Engagement Plans 

✓  Personalized engagement strategy design ✓  Optimize Engagement Strategies 

✓  Automated performance reporting with Copilot ✓  Generate Performance Reports 

 

After completing this module, you will be able to: 

✓ Analyze and categorize customer feedback to identify trends and actionable insights 

✓ Identify and rank upsell and cross-sell opportunities using AI-powered data analysis 

✓ Create tailored engagement plans for key customer accounts 

✓ Evaluate and refine engagement approaches based on performance data 

✓ Generate comprehensive performance reports with AI-synthesized metrics 

  



 

 
 

Module 5: Review and Practice with Instructor (12:30 - 13:30 EEST) 

This module is dedicated to consolidating the knowledge acquired throughout the course. Participants will engage in guided practice sessions, solve practical 
scenarios, and revisit key concepts through real-life use cases. The instructor will facilitate a hands-on Q&A session, provide personalized feedback, and help 
participants apply AI-powered sales techniques in integrated, end-to-end workflows. 

 

Lessons: Lab: 

✓  Recap of all modules ✓  Solving a complete AI-powered sales scenario 

✓  Instructor walkthroughs of key scenarios ✓  Combining Copilot, Copilot Studio, and SharePoint 

✓  Q&A discussion session ✓  End-to-end sales workflow optimization 

 ✓  Final hands-on challenge with instructor feedback 

 

After completing this module, you will be able to: 

✓ Apply AI-powered sales techniques in realistic end-to-end scenarios 

✓ Combine Microsoft 365 Copilot, Copilot Studio, and SharePoint for complete sales workflows 

✓ Design and optimize AI-augmented sales processes for their own organization 

✓ Solve real-life business challenges using the full suite of tools covered in the course 

✓ Validate and refine their approach through instructor guidance and peer feedback 

 


