Copilot MS Word 365 
Module 1: Draft Professional Documents from Scratch
How to create documents using one prompt.
Examples:
SOP
Prompt: 
Create a Standard Operating Procedure for Export Shipment Documentation including Purpose, Scope, Responsibilities, Step-by-Step Process and Escalation Matrix.
Customer Communication
Prompt
Draft an email informing a customer that shipment arrival has been delayed due to customs clearance. Maintain a professional tone.
Internal Circular
Prompt
Draft an internal circular announcing the implementation of a new shipment tracking system.
Participants immediately see the value.

Module 2: Rewrite Existing Documents 
Take an old SOP.
Ask Copilot to
· Make it more professional 
· Simplify the language 
· Make it suitable for new employees 
· Improve readability 
· Convert passive voice into active voice 
· Reduce documents to one page

Module 3: Summarize Long Documents
Use
· Customer Agreement
· Vendor Agreement
· Shipping Policy
· Internal Policy

Ask Copilot
Summarize this document in 10 bullet points.
Then
Highlight risks for operations team.
Then
What actions are required from warehouse team?
Huge productivity gain.
Module 4: Generate Meeting Minutes (20 Minutes)
Paste meeting transcript.
Prompt
Generate MOM with:
· Key Decisions 
· Action Items 
· Owners 
· Deadlines 
· Risks
Module 6: Compare Two Documents 
Example
Old SOP
vs
New SOP
Prompt
Compare these documents and highlight changes.
Also
Create a table showing differences.
Module 6: Generate Tables Automatically
Prompt
Create a shipment inspection checklist.
or
Create a warehouse audit checklist.
or
Create a daily vehicle inspection checklist.

Module 10: Ask Questions About the Document 
Open a long document.
Ask
What are the customer's responsibilities?
Are there any penalties?
Which departments are involved?
What documents are mandatory?
This feels like talking to the document.
Module 11: Create FAQs 
Prompt
Create 20 FAQs from this SOP.
Great for onboarding.

Module 12: Translate Documents 
Examples
English → Hindi
English → German
English → French
Useful for multinational logistics companies.
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