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1 Introduction to AI and Copilot

What is AI?
Artificial Intelligence (AI) refers to computer systems that perform tasks usually requiring human intelligence, 
such as understanding language, recognizing images, making decisions, or solving problems.

What is Generative AI?
A specific type of artificial intelligence that can create new content such as text, images, audio, or video based 
on the information it has learned. Generative AI produces entirely new material.

What tasks in your work could AI help with?

What do you hope AI-powered tools will help you do better?

List three ways you think AI could improve your daily workflow:

Try producing an image in Copilot - Write down your prompt and 
describe the result. How literally did it take your prompt? What did 
it add on its own? What did it leave out that surprised you?
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1 Introduction to AI and Copilot

What & Where Is Copilot?
Copilot is the Generative AI custom designed and branded by Microsoft, part of Microsoft’s initiative to 
integrate artificial intelligence into its suite of productivity tools.

• Open a workbook with at least several rows in a table.

• �Open the Copilot Chat pane and enter a prompt to sort any column by an appropriate measure. Review the 
response in the chat pane.

• �Now turn on Agent Mode and enter the same prompt. Review the reasoning in the pane and check the 
changes it made.

• �Try additional prompts on both tools to see the difference between the results they offer. When will you 
prefer one over the other?

Copilot Chat Pane is best for conversational help, learning, and exploring 
what’s possible in Excel. It will offer results to copy/paste into your 
workbook, but it will not make direct changes to it (with the exception of 
adding a tab if directed).

Agent Mode is best for executing specific, task-oriented commands that 
directly manipulate your data and workbook. It will take a much deeper 
look at prompts and respond with calculations and visualizations instead 
of just text.

CHAT OR ANALYZE?
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1 Introduction to AI and Copilot

The Art of the Prompt

Review a data set that you are very familiar with in the Copilot pane. Ask it questions you have already analyzed and take 
note of if and when Copilot’s answers deviate from your knowledge. Scratch the surface and try to identify the source of 
the difference such as factors outside of the data you account for, or information Copilot has missed, etc. Test new prompts 
and get a feel for the level of detail you need to get the results you expect.

Tips for Professional Prompts
• Start with clear, specific prompts with one goal.

• Request output structure.

• Specify what NOT to include (if appropriate).

• Tell Copilot what information to use or provide examples.

• Iterate and refine before hitting “Apply”.

The AI Mindset – Be Wary!

Tips to Avoid Being Tripped Up by AI Errors

What are 3 Common AI Issues When Should You Not Rely on Copilot?

•	   

•	   

•

•	   

•	   

•	   

•	   

•	   

During Generation: Proofing After Generation:

• Use good prompting technique

• Specify output requirements

• Know your data

• Understand exactly what Copilot did/is doing

• Spot-Test calculations

• Check for missing data

• Look for inconsistencies

• Trust your gut	   
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2 Format Your Data

Copilot Requirements

• Format your data as an Excel table or as a supported range

• Turn on AutoSave 

Best Practices For Successful Copilot Analysis

• Use a single row of unique headers.

• �Standardize formats for dates, names, and values. Fill in any missing 
information.

• No merged cells, blank rows or columns, and subtotals.

• Save a copy of original data in case you need to revert.

Make a copy of a familiar workbook that you are familiar with cleaning up to prepare for your work. Attempt to do 
everything through the Copilot pane, even if you would normally use the Ribbon. Take notes about what steps Copilot 
speeds up and which steps are slower. Evaluate what prompts work best and when it gets things wrong.

Skills Covered in this Module:

• Clean Up Data

• Split Columns

• Combine Columns

• Format Data

• Filter and Sort Data
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3 Formulas and Calculations

Copilot in Excel can help create and manage calculations with natural 
language prompts. It can suggest functions for specific tasks, troubleshoot 
errors, and explain complex formulas, making it easier for users of all skill 
levels. Copilot helps users to focus more on insights and less on manual work.

Best Practices for Safe AI Automation

• �Work from a copy or maintain a 
“raw data” tab

• Use good version control hygiene

• Respect shared documents 

• Review changes before saving 

• Document your process 

Make a copy of a workbook of raw data that you are familiar with analyzing. Use Copilot to add calculations even if you 
would normally just enter them. Take notes about what it does differently than you would have. Evaluate when it is 
making good decisions and when you need to provide additional prompt detail to get correct results. Read the chat pane 
explanations carefully to get familiar with how Copilot is making decisions. 

Skills Covered in this Module:

• Build Formulas

• Explain formulas

• Date calculations

• Text processing

• Lookups

• Error checking
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4
One of Copilot in Excel’s key benefits is how it assists with data analysis. 
Using natural language prompts, you can direct it to identify trends, 
highlight key patterns, and provide summaries for complex datasets. It 
enables users to focus more on interpreting results and less on manual 
analysis work.

Analyze Data  

Make a copy of a workbook of raw data that you are familiar with analyzing. Begin with simple, vague prompts and evaluate 
Copilot’s answers. Does it find the same trends and overview insights that you do? Then, ask very specific questions of it such 
as “what product is performing best, taking into account discounts and size of the sales areas?” Take note of what you may 
be factoring into your decisions intuitively that it needs prompting to complete.

Skills Covered in this Module:

• Discover Trends

• Get and Refine Insights

• Forecasting/Predictions

• Sentiment Analysis
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15
One of Copilot in Excel’s standout advantages is how it simplifies data 
visualization. By using natural language prompts, you can instruct it to 
generate charts, graphs, and visual summaries that highlight important 
insights from your data. 

Visualize Data 

Open a copy of a workbook of raw data that you are very familiar with. First, ask Copilot to decide what visualization would 
best suit the data. Evaluate its answers and compare to what you planned. Then, ask Copilot for specific visualizations 
and revise your prompts until you get exactly what you wanted (if possible). Take note of the detail you need to provide in 
prompts for the results you need. Evaluate whether Copilot speeds up or slows down your process.

Skills Covered in this Module:

• Create PivotTables

• Charts & Graphs

• Conditional Formatting
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16
Copilot and Data Security
Know the Difference!

• Public Copilot (copilot.microsoft.com):
• Accessible to anyone; responses are based on public data and user input.
• Data entered may be processed outside your organization’s secure environment.
• Not suitable for sharing sensitive or confidential business information.

• Private Copilot (Enterprise/Business Account):
• Integrated within your organization’s Microsoft 365 environment.
• Accesses only data approved and available within your company’s secure systems.
• Designed to comply with enterprise security, privacy, and compliance standards.

Security, Privacy, and Company Restrictions

Review scenarios provided by trainer and decide if Copilot use is OK, Not OK, or Needs Checking.

What Data in your business or role is sensitive? Research and create a list of data that you will pay attention to how you use:

List three types of data you should never enter into public Copilot or other AI tools:
1.

2.

3.

Copilot and Copyright
Can I use Copilot created content for commercial (business) use?

The simple answer is that Microsoft allows the use of content generated using Copilot for commercial use IF the 
creator has a Copilot license. The “Free” Copilot terms of use prohibit commercial use of results.

But even with an enterprise license, you must:

• Check the terms of use for the AI software you are using

• Evaluate the type of work you are using it for
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6 Security, Privacy, and Company Restrictions

Copilot and Policy

Company Restrictions and Policies
Here are some things you might see on your company’s AI policy. Which might apply most to a data analysis 
position?

• Use Approved AI Tools Only
• �Stick to the AI tools your company says are okay for work. Check the approved list often to make sure you’re 

using the right ones.

• Protect Sensitive Information
• �Never put confidential or private info (like medical, financial, or company secrets) into public AI tools. Always 

follow rules for keeping data safe and legal.

• Double-Check AI Content
• �Before sharing or publishing anything made by AI, have a person review it for accuracy and appropriateness. 

Clearly know who’s responsible for checking content.

• Respect Copyrights
• �Don’t publish or share AI-generated work that might use someone else’s copyrighted material without 

permission. Credit sources if you use or reference them. Don’t ask AI to copy the style of protected works.

• Use AI Ethically
• Make sure AI doesn’t create content that’s unfair, biased, or could harm people. 
• Be open about how you use AI for decisions and content.

• Be Transparent
• �Keep track of when and how you use AI to create content. Make it easy to review AI-made decisions and outputs.

• Follow Laws and Rules
• Make sure your use of AI follows all applicable laws and regulations. Stay updated as rules about AI change.

• Check Vendors Carefully
• �Review any outside AI tools for security and compliance before using them. Make sure vendors meet your 

company’s standards for data protection and ethical use.

• Train and Remind Employees
• �Regularly teach employees about responsible AI use and company policies. Encourage reporting if something 

doesn’t follow the rules.

• Be Ready for Problems
• �Have a plan for handling issues like data leaks or copyright claims related to AI. Regularly check for risks and 

make sure AI use stays compliant.

Ask for your business’s AI policy to review. Look up published AI policies and review for restrictions and recommendations 
that are similar in your industry, especially if your business does not yet have an AI policy. 
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