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The Future of Excel & Working with
Microsoft Copilot

Copilot in Excel

e Copilot reads your open table: headers, types, values, and answers about that
data, not the internet.

e Everything arrives as a suggestion: preview, then insert, refine or undo. Nothing
changes without you.

e Describe the calculation, and Copilot handles the syntax.

e Tip: Make sure your file is not on Read Only mode; Copilot won't work if the file
cannot be edited.
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Let's edit your workbook

Allow editing v
Describe what you'd like to edit

+ o

Organize the data in this workbook
Create a summary of this workbook

Analyze this workbook and add data insights

M365 Copilot (Premium) ®

Copllot Prompts You Can Try with Your Excel Data:

What are 3 key insights from this data?
Which region had the lowest revenue?
Show the top 5 products as a table
Add a profit margin column
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Head Office - 133 Brookhouse Drive, Newcastle, ON L1B 1N9 | Training Centre - 130 Albert Street, Suite 902, Ottawa, ON K1P 5G4
1 Webinar September 2026



THE GREAT

CANADIAN

TRAINING & CONSULTING CO.

L 416-264-6247  613-235-6161 $ 1-833-209-2624 info@greatcanadiantraining.ca | greatcanadiantraining.ca

Across North America Training | Consulting | Coaching | Development

5. Explain the formula in H2 in simple terms

How to Prompt to Get Results:

1. Be Specific: Name the columns. Define the calculation. “Revenue” beats “the
numbers.”

2. Set the Output: Ask for a table, 3 bullets, or a chart; shape the answer before it
arrives.

3. One Step at a Time: Chain small asks and refine as you go. Copilot remembers
the thread.

4. Trust, Then Verify: Ask it to explain itself; spot-check one total. Confidence #
correctness.

Bottom Line: Copilot can be confidently wrong, especially with messy data. Verification
is an important part of using Al effectively.

Catch the webinar reply here.

Ready for the next step? We offer several training options, available for both public and
private training.
We offer several Copilot and Al courses.

Prefer to start with an introductory course? Register for Introduction to Al and Microsoft
Copilot in the Workplace.

Looking for Copilot training specifically for your role? Explore our job specific Copilot
workshops, like Copilot for GREAT Data Analysis Workshop, Copilot for GREAT Finance
and Accounting Workshop, and more!

Does your organization use Copilot and Al, but you need guidance to set up your
policies?

For public sector professionals, take Al Governance and Responsible Use for Public
Sector Professionals.

For private sector organizations, we recommend The Fundamentals of Al Governance
and Policy Development.
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