2025 WICPA ACCOUNTING
TECHNOLOGY CONFERENCE

YOUR SOURCE FOR KEY UPDATES & INSIGHTS ON TIMELY ISSUES



MATERIALS AT A GLANCE

The following materials are from the morning sessions of the
2025 WICPA Accounting Technology Conference held on
Thursday, Dec. 4, including:

 Technology Update: Emerging Trends That Matter
e Microsoft 365: Supercharging CPA Productivity

 Al-Powered Excel: Transforming Workflows With Copilot
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Your money works here!

Taillored solutions, |
trusted expertise. N AssodatedBank

Associated Bank Private Wealth provides individuals, organizations and institutions with customized
financial and wealth planning solutions built around your goals.

Retirement Plan Services - A results-driven approach to employer sponsored retirement plans
that reduces administrative burdens and helps employees achieve financial success.

Private Banking - Exclusive accounts, tailored financial solutions and customized lending for
your unique needs.

Investment Management and Trust - Tailored investment strategies, wealth management and
comprehensive trust services to protect and grow your legacy.

Institutional Services - Expert guidance and robust financial solutions to help organizations
reach their goals.

Learn more at AssociatedBank.com/PrivateWealth.

Deposit and loan products are offered by Associated Bank, N.A. Loan products are subject to credit approval and involve interest and other costs. Please ask about details on fees and terms
and conditions of these products. Relevant insurance coverage, if applicable, will be required on collateral.
Associated Bank, N.A. Member FDIC. EOUAL HOUSNG

Investment, Securities and Insurance Products:

NOT FDIC INSURED NOT BANK GUARANTEED MAY LOSE VALUE NOT INSURED BY ANY FEDERAL GOVERNMENT AGENCY NOT A DEPOSIT

Associated Bank and Associated Bank Private Wealth are marketing names AB-C uses for products and services offered by its affiliates. Securities and investment advisory services are offered by
Associated Investment Services, Inc. (AIS), member FINRA/SIPC; insurance products are offered by licensed agents of AIS; deposit and loan products and services are offered through Associated Bank,
N.A. (ABNA); investment management, fiduciary, administrative and planning services are offered through Associated Trust Company, N.A. (ATC); and Kellogg Asset Management, LLC® (KAM) provides
investment management services to AB-C affiliates. AIS, ABNA, ATC, and KAM are all direct or indirect, wholly-owned subsidiaries of AB-C. AB-C and its affiliates do not provide tax, legal or accounting
advice. Please consult with your advisors regarding your individual situation. (1/25) W147533



!! CTaccess is an extension of

our company. They keep our
company on track, prepared
for the future and up &

running. ,,

Our IT Services

Managed Service Provider
Co-Managed Service Provider

Cyber Security: Managed Security

Service Provider
IT Consulting & Project Support
Cloud UCaaS (Phone Systems)

Mac Support

A Technology
Performance
Company

The Full Spectrum of IT Services. NO MORE
hassles and NO MORE hidden costs. We'll be the
most transparent, proactive, and responsive IT
partner you’ll ever have in your corner.

What is IT? When we talk about IT, we’re referring
to your entire infrastructure: computers, servers,
internet, cyber security, email, the cloud, phones,
and all the things that keep your company and
your people running day to day. Our job is to make
sure all of those essential functions are working at
their peek and continuously improving so that you
can focus on your mission.

When your technology is running at
its peak, you can focus on what you

do best. We make that possible.

275 Regency Court, Suite 201, Brookfield, WI 53045 | ctaccess.com | 262.789.8210



Onﬁi?ech

SYSTEMS ,INC.

Choose Ontech to
protect your data

Expertise in Cybersecurity
Robust security for your sensitive data

Compliance with Regulations
AICPA Code of Conduct & IRS Guidelines

Proactive Monitoring/Support
Respond quickly to minimize downtime

Customized Solutions
Designed to meet specific CPA firm needs

Training & Awareness
Helping your staff recognize cyber threats

www.ontech.com Hours: M-F 8am — 5pm

262-522-8560



of accounting firms believe

they would only be able to
survive three to seven days

after a ransomware attack.

Source: www.cpapracticeadvisor.com

Choosing Ontech to manage your CPA firm’'s IT &
protect your data can offer several advantages:

Expertise in Cybersecurity: Our staff specializes in cybersecurity to ensure
your firm'’s sensitive financial data is protected against the latest threats.
We always implement robust security measures & regular security audits.

Compliance with Regulations: Ontech helps ensure your firm complies
with industry regulations and standards, such as the AICPA Code of
Professional Conduct and IRS guidelines for safeguarding taxpayer data.

Proactive Monitoring and Support: We provide continuous monitoring to
detect & respond to potential threats quickly. This proactive approach
minimizes downtime and keeps your operations running smoothly.

Customized Solutions: Our team offers tailored IT solutions to meet the
specific needs of CPA firms. This includes secure cloud services, data
backup and recovery, and network management.

Training and Awareness: They also provide training for your staff to
recognize and respond to cyber threats, enhancing your firm’s overall
security posture.

Our tailored solutions, transparent billing, and commitment to
minimizing technical issues make it an ideal choice for CPA’s
and accountants. Let us help safeguard your critical data!



https://www.rightnetworks.com/wp-content/uploads/2021/05/CPA-Cybersecurity-Checklist.pdf
https://www.rightnetworks.com/wp-content/uploads/2021/05/CPA-Cybersecurity-Checklist.pdf
https://www.rightnetworks.com/wp-content/uploads/2021/05/CPA-Cybersecurity-Checklist.pdf
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https://www.rightnetworks.com/wp-content/uploads/2021/05/CPA-Cybersecurity-Checklist.pdf




TRAGK YOUR GPE
WITH THE WIGPA'S
GPE TRACKER

The CPE Tracker is an easy to use tool
created to keep track of all your CPE in
one convenient location.

e Automatically tracks WICPA formal
, learning activities
\ e Add any non-WICPA CPE courses
e Print reports for any reporting period

To get started, visit
wicpa.org/cpetracker
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Technology Trends Update:
Emerging Trends That Matter

Set your browser to

HIGGINS.CNF.IO

For interactive polling
and Q & A

Presented By
John H. Higgins, CPA.CITP

‘ Higgins Advisory, LLC - Rochester, Michigan
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Learning Goals @

» Understand key technology trends for enhancing
efficiency and decision-making processes for CPAs

» Recognize opportunities for you to embrace these
technologies to improve your professional skills and
career opportunities

Set your browser to

HIGGINS.CNF.IO
For interactive polling
and Q & A
4
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Nationally recognized thought leader, advisor, author and

speaker on CPA technology

sovege imorgypait |
Strategic Technology Advisor e

Former National Mid-market Technology Partner - BDO

CPA Practice advisor Top 25 Thought Leader for the CPA
profession

AICPA Business & Industry Hall of Fame Inductee

Past Chair of the Michigan Association of CPAs

john@higginsadvisoryllc.com
4 Passionate advocate for the CPA profession!

K !
HIGGINS j

APV IS ORY, LLC — |




Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibite

Presentation Outline

» Technology Trends Overview — The Big Picture

» Artificial Intelligence

» Application Software Trends
» Blockchain, Smart Contracts & Digital Assets
» Challenges & Opportunities for CPAs

4
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TECHNOLOGY TRENDS OVERVIEW - THE BIG
PICTURE
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Evolution of Modern Business Technology

4

LLLLLLLLLLL -/



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Current Technology Megatrends

Cloud Computing
Infrastructure

Artificial Intelligence

Applications Software
Development

Blockchain, Smart
4 Contracts & Digital Assets

»
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Today’s Technology Challenges

4
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ARTIFICIAL INTELLIGENCE
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Salesforce and Al

This is the first time in Salesforce 25-year
history that we are budgeting for zero
increase in our software engineering team.
AND we are projecting a 30% increase in
productivity from our existing team!

Marc Benioff, CEO & Co-Founder
Salesforce
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Al Technology Evolution

‘6
HIGGINS "

LLLLLLLLLLL _____________________________________________________________________________________________________________________________________________/



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Microsoft and Al

| think the notion that business applications
exist, that’s probably where they’ll all
collapse, right in the agent era!

Satya Nadella, Chairman and CEO
Microsoft
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Key Al Infused Trends
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Al Technology Ingredients

4
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Popular Generative Al Apps

" ChatGPT (OpenAl)
= Claude (Anthropic)
= Copilot (Microsoft)
= Gemini (Google)

= |lama (Meta)

= Perplexity Al

= xAl (Elon Musk)

4
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https://openai.com/
https://openai.com/
https://www.anthropic.com/claude
https://www.anthropic.com/claude
https://copilot.microsoft.com/
https://copilot.microsoft.com/
https://gemini.google.com/
https://gemini.google.com/
https://llama.meta.com/
https://llama.meta.com/
https://www.perplexity.ai/
https://www.perplexity.ai/
https://x.ai/
https://x.ai/
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Multimodal Generative Al

Inputs Outputs
* Text * Text
e Audio * Audio
* Video * Video
* [mages * [mages
4
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Agentic Al — The Next Frontier

e I
Autonomous systems
that execute tasks
without constant
oversight
\ J
4
¥
HIGGINS

= ADVISORY, LLC =
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-

Optimize processes and
solve problems

~

e I
Assess information

within a given context
and apply reasoning to
determine the most
effective course of action

- /

17
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Agentic Al Examples

= Smart Home Manager — An agentic Al adjusts
lighting, temperature, and security settings based on
user habits, weather conditions, and occupancy,

optimizing comfort and energy efficiency without
manual input.

= Smart Email Assistant — An agentic Al monitors your
inbox, prioritizes important emails, drafts replies,
schedules meetings, and follows up on unanswered
R messages—all without needing constant input.

LLLLLLLLLLL
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Physical Al — The Future

= Al-powered robots interacting with the
physical worlc

= Combines Al, 1oT sensors, and automation for
real-world tasks

= Bridges digital intelligence with physical action

= Adapts, learns, and performs tasks

autonomously

4 Humanoid Robot Demo
o
HIGGINS :
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https://www.youtube.com/watch?v=Eu5mYMavctM

The Al Arms Race

= $100m plus signing bonuses

= S400b annual capital expenditures
" Mega data centers everywhere

" Energy any way they can get it

4
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Al Segment Summary

" Al is the most transformative technology ever!
" The technology is evolving very rapidly

" |Learning how to leverage it provides a
substantial competitive edge

" We are still at the infancy of Al technology

4
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APPLICATION SOFTWARE TRENDS
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Software Categories

‘6
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Trends In Software Applications

All applications continue the move to SaaS

Cross vendor integration is simplified and more prevalent

Specific business process solutions outpace enterprise solutions

Integrated dashboard reporting is “table stakes” to be competitive

Embedded Al capabilities are evolving rapidly

‘6
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CPA Practice Solutions
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CPA Practice Solutions Trends

4
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Business Enterprise Solutions

ERP Applications

“‘ Financial }

Applications

‘6
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Business Enterprise Solutions Trends

= NetSuite / MS Dynamics / Sage Intacct / SAP/
Intuit lead the financial and ERP market

" Emphasis on business process specific solutions
v Customer Service — Salesforce
v Workflow Automation — ServiceNow
v’ Corporate Tax Compliance — Avalara
v’ Cash Management — Bill
v' Expense Management - Concur

4
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https://www.netsuite.com/portal/home.shtml
https://www.netsuite.com/portal/home.shtml
https://www.microsoft.com/en-us/dynamics-365
https://www.microsoft.com/en-us/dynamics-365
https://www.sage.com/en-us/sage-business-cloud/intacct/
https://www.sap.com/index.html
https://www.intuit.com/
https://www.salesforce.com/
https://www.servicenow.com/
https://www.avalara.com/us/en/index.html
https://www.bill.com/
https://www.concur.com/

Copyright (c) 2025 Higgins Advisory, LLC

KPI Dashboards — The New Reporting Model

4
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Create Visual Dashboards

e Metrics / results to display

e How to present the metrics
e Data table vs. chart

e Select data subsets to measure

e Embedded or user managed
4
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KPI Dashboard Example

\/

Real-world Examples

4
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https://www.idashboards.com/dashboard-examples/finance-cfo-scorecard/
https://www.idashboards.com/dashboard-examples/finance-cfo-scorecard/
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Business Process Solutions
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Personal Productivity Solutions
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BLOCKCHAIN, SMART CONTRACTS & DIGITAL
ASSETS
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Blockchain is a revolutionary way to
validate, record and preserve
information digitally and enables
smart contracts
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Existing and Emerging Blockchain Applications

= Cryptocurrency

"= Smart Contracts

= Supply Chain Management
m Real Estate
m Healthcare Records

= \/oting systems

4
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https://bitcoin.org/en/
https://bitcoin.org/en/
https://ethereum.org/en/
https://ethereum.org/en/
https://www.ibm.com/products/supply-chain-intelligence-suite/food-trust
https://www.ibm.com/products/supply-chain-intelligence-suite/food-trust
https://propy.com/home/
https://propy.com/home/
https://medrec-m.com/
https://medrec-m.com/
https://voatz.com/
https://voatz.com/

Smart contracts are self-executing
digital agreements with predefined
terms, automatically enforced on a
blockchain without intermediaries.

4
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Smart Contracts

" Automatic self executing contracts
= Written in programming code

" Deployed and run on a blockchain
" Transparent for participants

" Ethereum is the leading platform in the
. deployment of smart contracts

LLLLLLLLLLL
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Smart Contract Example
(Not-for-Profit Grant Disbursement )

Step 1: Funding Setup

Foundation deposits $250,000 into a blockchain-based smart contract with
milestone triggers.

Step 2: Milestone Triggers
Tranche 1 (S100k): After board-approved budget validated by auditor.

Tranche 2 ($100k): After 50,000 meals verified via API.
Tranche 3 (S50k): Upon mid-year report submission; otherwise funds revert.

Step 3: Automated Execution

Contract verifies inputs, logs all events immutably, and transfers funds
4 automatically.

»
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" Digital assets are electronic representations of
value

" Cryptocurrencies are decentralized digital
money

" Tokens represent ownership rights on

. blockchains.
5|G€|N§ °
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Bitcoin, Ethereum & Alt Coins — Market Cap

$2.2 Trillion
59%

$1.0 Trillion S .5 Trillion
(9k coins approx.) 14%

27%

4
‘ .
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https://coinmarketcap.com/
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CHALLENGES & OPPORTUNITIES FOR CPAS
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Questions ?
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Wisconsin Institute of

Certified Public Accountant

Excel Accuracy Unleashed:
Mastering Error Detection

Developed by Bryan L. Smith, CPA.CITP, CISA

In Waukesha, Wl on December 4, 2025, 9:25-10:40am

DataSmithPro, LLC



Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited

Bryan L. Smith, CPA.CITP, CISA

Y

Owner DataSmithPro, LLC
Co-founder of CPA Crossings, LLC

» Strategic technology advisor to CPAs w/ 40+ years of
experience

Y

Y

Nationally recognized author and presenter on CPA technology

Y

Extensive knowledge and experience in proper Excel design
techniques as well as helping CPAs build spreadsheets that are
accurate

» As a Certified Information Systems Auditor (CISA), spent a
considerable amount of time auditing and validating thousands
of Excel spreadsheets

» Developed various data analysis and Microsoft Power Bl
courses and has worked with multiple organizations to train and
coach staff on proper data analysis techniques

> Masters of Science in Information Assurance (MSIA)

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 2
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Presentation »Understanding Common Excel Errors
Outline »Advanced Formulas and Functions

»Data Validation Technigues

Click links to navigate to
specific section -------------- >

— »Wrap-Up

»Error Tracing and Auditing Tools

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Understanding
Common Excel Errors

DataSmithPro, LLC
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The slides in this presentation contain many
screenshots of the Excel application in order to
demonstrate particular features and functionality.
These screenshots were taken during the
development of this course. However, Microsoft
updates the apps regularly and it becomes difficult to
constantly update the screenshots. Theretfore, please
note that screenshots may vary from your actual
version, but the overall functionality remains the same.

I Note About Screen Shots

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Errors In Excel

Research shows 80%+ of spreadsheets have errors

® The more complex, the higher the %

A lot going on in people’s spreadsheets

e Many errors go nowhere
e Decisions aren’t being made from errors

* Quick Google search finds billions in financial losses due to errors in
spreadsheets

Overconfidence that if there is no error message it is accurate

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 6
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I When Formulas Result in Errors

Not ALL errors have messages

Certain types of errors will provide messages

Excel uses the # sign for build-in errors in formulas

® These are the easiest to find and fix

Formulas errors that don't result in #errors are hard to find

* Provides false sense of accuracy

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 7
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Errors

Error MessagelM Explanation
#N/A This error indicates that a value is not available to a function or formula. MOST commonly
found in Lookup functions where the lookup value is not in the list.

r #DIV/0! This error indicates a number is divided either by zero (0) or by a cell that contains no value.

i #NAME? This error indicates a name is used but it has not been defined or you are using an older version
of Excel & spreadsheet contains a new formula (will be preceeded with _xlfn.).

r #VALUE! This error indicates the formula includes cells that contain different data types. (i.e., the
formula is expecting a number and it contains text.).

i #REF! This error indicates the formula refers to aninvalid cell. MOST commonly found when a row or
column is deleted when a value in that range is used in a formula.

r #NULL! In Excel formulas, the space character works as an intersection operator. An error occurs
when you specify an intersection of two areas (ranges) on a worksheet that do not intersect.

i #NUM! This error indicates that a formula or function contains invalid numeric values. HERE FV is less
than PV so PMT should be negative number.

r #CALC! This error occurs when Excel's calculation engine encounters a scenario it does not currently
support. MOST often related to array formulas. HERE the FILTER function returns an empty
array.

| #SPILL! This error occurs when a Dynamic Array Formula spills into non-empty cells.

r #SPILL! This error can also occur when a Dynamic Array Formula is used in Excel Tables.

#############H## This error occurs when the column width for the subject cellis not enough to contain the value
you're trying to fitin.

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Finding #Errors

Use formula to check for errors
Use Find & Search - Go To Special

Use Find - Find All

Use Formula Auditing - Error Checking

Create a Visual Basic Macro that finds and highlights

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 9
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I Finding #Errors -
Use Formula to Check For Errors

Using SUM function on a range that contains an error, returns error

e SUM function calculates no matter what are in cells in the range

Use ISERROR with IF to provide custom message

Best used with a range of formulas or a table

Not efficient to use when there are many Worksheets

e Best to use another Error Checking method

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 10
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Use Formula to Check For Errors

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Finding #Errors -
Use Find & Search - Go To Special

Selects ALL cells that include #Error

Use Fill Color to highlight selected cells

Works on only ONE Worksheet at a time

* You would have to repeat process for each Worksheet
e Not efficient to use when there are many Worksheets

After highlighting, would have to hunt down cells

e Could use the Find feature to Find highlighted cells

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 12
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Use Find & Search - Go To Special

A B C D r F G
1
2
3 | #VALUE!
/ 4 " #VALUE!
5
6
7 | " $VALUE!
8
10 " #VALUE!
11 | #VALUE!
12

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 13
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Use Find & Search - Go To Special (Highlighted)

N

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Finding #Errors -
Use Find - Find All

Find what: = #*I

e With “*" being a wildcard
e So starts with # and ends with !

Within: = Workbook

Look in: = Values

Finds ALL matching values in "visible” sheets

Does NOT find matching values in “hidden” sheets

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 15
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Use Find - Find All

A B C D

F
#VALUE!
Can now select

4 each row to go to
and view/fix #Error

(o N 0 [N - S R R L W

Find what: = #*!
does not find #1

Note 1: Find boxes are remembered
until ALL workbooks are closed

Note 2: Find dialog box will
“float” as you work in Excel

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Finding #Errors -
Use Formula Auditing - Error Checking

On the Formulas Ribbon

Finds each error

* Provides some help with each #Error type

Finds other errors per Error Checking Rules

Works on only ONE Worksheet at a time

* You would have to repeat process for each Worksheet
e Not efficient to use when there are many Worksheets

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 17
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Use Formula Auditing - Error Checking

Stops at ALL
built-in

— error checks

Provides
“some” help

Error Checking

Enable background error checking

Indicate errors using this color: ‘ ﬂ v‘| | Reset lgnored Errors / BU | |t‘| n error
checking

Error checking rules

Cells containing formulas that result in an error ® Formulas which omit cells in a region ®
Inconsistent calculated column formula in tables ® Unlocked cells containing formulas ®
Cells containing years represented as 2 digits ® [ Formulas referring to empty cells ®

Mumbers formatted as text or preceded by an ® Data entered in a table is invalid ®

apostrophe ® Misleading number formats @
i Formulas inconsistent with other formulas in the .
& region - Cells containing data types that couldn't refresh ®

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Finding #Errors -
Create a Visual Basic Macro

Need to learn Visual Basic

e Can be complex
e Could use Al (ChatGPT/Copilot) to help you write code

To keep with Workbook, but save a .xIsm file

e Makes it harder to share

Beyond the scope of this course to write the code

e However, we will look at an example

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 19
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Create a Visual Basic Macro

| used ChatGPT with the following message:
Create excel macro that finds formula errors in all
sheets including hidden sheets of a workbook and
create a new sheet that has a hyperlink to each error

Result of Visual
Basic Macro

DataSmithPro, LLC

1

WD 00~ & AWM

Excel Accuracy Unleashed: Mastering Error Detection

B C D E f
|5heet Cell Error
ErrorResults $B$2 #N/A
ErrorResults $B$3 #DIV/0!
ErrorResults $B$4 #NAME?
ErrorResults B35 #VALUE!
ErrorResults $B$6 #REF!
ErrorResults $B%$7 #NULL!
ErrorResults $B%8 #NUM!
ErrorResults $B%9 #CALC!
ErrorResults $B%$10 #SPILL!
ErrorResults $B$11 #SPILL!
ErrorResults $A$14 #VALUE!
ErrorResults $K$15 #SPILL!
HiddenError $B%3 #/ALUE!
FormulaCheckError: 5B54 #SPILL!
FormulaCheckError: 5835 #NIA
FormulaCheckError: 5B36 #NIA
FormulaCheckError: 5857 #NIA
FormulaCheckError: $B$9 #VALUE!
GoToSpecial $G$2 #VALUE!
GoToSpecial $A$3 #VALUE!
GoToSpecial $D3%4 #VALUE!
GoToSpecial $B$7 #VALUE!
<2 ErrorChecking ~ Formula Errors  yBAMacro

20
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I Advanced Formulas
and Functions
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I Functions for Error Detection

e |F functions
¢ |S functions

IF functions return value based on condition

IS functions return TRUE or FALSE based on condition

e Need to use IF functions to return a value
e Use SUMPRODUCT to test array/range

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 22
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I IF Functions

IF(logical_test, value_if_true, [value_if_false])

e Returns one value if logical_test is True and another if it is False

IFERROR(value, value_if_error)

e Returns the value you specify if a formula evaluates to an error; otherwise, it
returns the result of the formula.

IFNA(value, value it _na)

e Returns the value you specify if a formula returns the #N/A error value; otherwise,
it returns the result of the formula.

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 23
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I S Functions

e |[SBLANK - Returns TRUE if the value is blank

* |SERR - Returns TRUE if the value is any error value except #N/A
® |[SERROR - Returns TRUE if the value is any error value

e |[SEVEN - Returns TRUE if the number is even

e |[SFORMULA - Returns TRUE if there is a reference to a cell that
contains a formula

isfunctiosn%r\lgé?ﬁej < e [SLOGICAL - Returns TRUE if the value is a logical value
® [SNA - Returns TRUE if the value is the #N/A error value

e [SNONTEXT - Returns TRUE if the value is not text

* ISNUMBER - Returns TRUE if the value is a number

¢ |[SODD - Returns TRUE if the number is odd

¢ |SREF - Returns TRUE if the value is a reference

o [STEXT - Returns TRUE if the value is text

N
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| SUMPRODUCT to Test Array/Range

»|dea: Count the # of cells in a range that meets a condition

»>Use IS function, but how do we count it?

—Use the SUMPRODUCT function, which sums the product of an
array

—So, =SUMPRODUCT(--ISfunction(array))

“*Where, -- (operator) says “meet this criteria”

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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SUMPRODUCT Example

Formulas are counting
items in Value column

A
1 Description Formula Result FORMULATEXT
2 ISBLANK 2 =SUMPRODUCT(--ISBLANK($D$2:$D$10))
3 ISERR 1 =SUMPRODUCT(--ISERR($D$2:$D$10)) T #N/A
4 ISERROR 3 =SUMPRODUCT(--ISERROR($D$2:$D$10)) " #VALUE!
5 ISFORMULA 5 =SUMPRODUCT(--ISFORMULA($D$2:$D$10)) 0
6 ISLOGICAL 1 =SUMPRODUCT(--ISLOGICAL($D$2:$D$10)) TRUE
7 ISNA 2 =SUMPRODUCT(--ISNA($D$2:$D$10)) T #N/A
8 ISNONTEXT 8 =SUMPRODUCT(--ISNONTEXT($D$2:$D$10))
9 ISNUMBER 2 =SUMPRODUCT(--ISNUMBER($D$2:$D$10)) 123
10 |ISTEXT 1 =SUMPRODUCT(--ISTEXT($D$2:$D$10)) ahc
11
12 These Functions don't work with SUMPRODUCT because look for single value
13 ISEVEN
14 |1SODD
15 |ISREF
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I Final Thoughts on Error Formulas

Use to trap errors

May mask errors

e Especially by those who lack training

Focus on finding errors

Use caution when eliminating errors

e Errors point out issues with your spreadsheet
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I Data Validation
Techniques
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Data Validation in Excel

Define restrictions on what data can or should be entered in a cell

Prevent or warn users of invalid data

Provide messages to define what input you expect

Restrict data to:

e Predefined list

e Date/time range,
e Number range

® Text size

e Formula

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 29
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Data Validation Dialog Box and Options

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 30




Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited

I Settings - Validation Criteria

Requires "Range” : Requires a
with Min and Max Requires a Source Formula
e \Whole Number ® | st e Custom

e Decimal

e Date

®* [ime

e Text Length

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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Formula for Special Format
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Circle Invalid Data

Warning & Information
where you accepted

invalid data

E\ ter Data: Data Validation Requirements:

--> Special format
:Clones, Smith, Brown, Will>--> Limit # of characters

Paste, Fill, Formula or ontinent: North America ---> Drop-Down list of valid entries
Macro where invalid

data is in cell

Territory: Canada ---> Lookup based on Territory

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 33




Data Validation - “"After the Fact”

I Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited

Highlight data,
then select
Data Validation

This represents “valid”
data and will circle values
“outside” the criteria

Now, select Circle
Invalid Data

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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Auditing Tools
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I Excel Formula Auditing Tools

View and troubleshoot calculations

Determine if a cell is used in a formula

Display all formulas in cells

Move through errors based on Error Checking Rules

Step through each part of a complex formula
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Formulas - Formula Auditing
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Trace Precedents
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Indicates cell(s) used in formula calculation

C D E F

Select cell with
formula, then select
Trace Precedents

Product Name. Qty - Unit Price - Total -
ML Mountain Tire Vsl 2999 % 2.309.23

Patch Kit/8 Patch: 238 § ~~~-2.29 §$ 545.02

Road Tire Tube 155 et 59.85
Road-250 Bed, 48 A43.35 % 12,216.75

Sport-100 Helmet 34.99 % 1,749.50

Double-click line to
follow "on sheet” or
"off sheet” connector

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Trace Dependents

Indicates where cell is used in formula calculation

C D E F
Product Name. Qty - Unit Price - Total - elect ce
ML Mountain Tire 77 $ 29.99 $  2,309.23 o
Patch Kit/8 Patch: 238 $ 229 § 545.02
Road Tire Tube '—1-5_ : 29.85
Road-250 Red, 48 5 % 44335 % 12,216.75
Sport-100 Helmet 50 % 3499 % 1,749.50
b Double e to
OI110 O cC O
O cCc O > O
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Formulas Used in Other Formulas

Multiple Trace Example

Initial Value p*_1.00 <----5tartHere for Trace Dependents
Calc #1 *.10.00
Calc #2 5 40,000.00

Select cell with formula,
Calc #3 4.0.600.00 then select Trace
Precedents multiple times
Calc #4 7%.300.00

Calc #5 Start Here for Trace Precedents ----> ALSE

Works best for “on sheet” formulas. For “off sheet” formulas,
must double-click connector then select Trace Precedents
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Show Formulas

Displays the formulas in
each cell of the Worksheet

Multiple Trace Example

==RDUND[[@QW]*[@[Unit Price]].R Initial Value 1
=ROUND([@Qty]*[@[Unit Price]],R:

<---- Start Here for Tra

=ROUND([@Qty]*[@[Unit Price]],R Calc #1 =12%10
=ROUND([@Qty]*[@[Unit Price]],R

=ROUND([@Qty]*[@[Unit Price]],R Calc #2 =J4~4
=ROUND([@Qty]*[@[Unit Price]],R

=ROUND([@Qty]*[@[Unit Price]],R Calc #3

=ROUND([@Qty]*[@[Unit B
=ROUND([@Qy]*[@

Calc #4

May not display the entire formula, Select Show Formulas to
use caution changing column width revert to resulting values

as it will remember the new size

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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Fvaluate Formula

Works great on

complex formula

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection 42




I Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited

Evaluate Formula - Step Though Calculation

Step-Out

Evaluate

DataSmithPro, LLC Excel Accuracy Unleashed: Mastering Error Detection
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I Wrap-Up
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I Presentation Wrap-Up
1 of 2

Research shows 80%+ of spreadsheets have errors

There are various ways to deal with formula errors that result in #errors

e Use formula to check for errors

e Use Find & Search - Go To Special

e Use Find - Find All

e Use Formula Auditing - Error Checking

e Create a Visual Basic Macro that finds and highlights
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I Presentation Wrap-Up
2 of 2

IF and IS functions help detect errors in formulas

e These can be used to mask errors
e Focus on using these to find errors

Data Validation can reduce input errors

e Can also be used to “test” cells "after the fact”

Excel Formula Auditing Tools can be used to view and troubleshoot
calculations
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I Questions?
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Thank You!!

Bryan L. Smith, CPA.CITP, CISA

>4

bsmith@datasmithpro.com
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This course and Bryan L. Smith are independent of
Microsoft and are neither affiliated with, nor authorized,
sponsored, or approved by Microsoft Corporation.

All trademarks are the property of their respective
owners.

I ONE FINAL NOTE
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Microsoft 365:
Supercharging CPA Productivity

Presented By

John H. Higgins
Higgins Advisory, LLC

4
Rochester, Michigan
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Nationally recognized thought leader, advisor, author and

speaker on CPA technology

sovege imorgypait |
Strategic Technology Advisor e

Former National Mid-market Technology Partner - BDO

CPA Practice advisor Top 25 Thought Leader for the CPA
profession

AICPA Business & Industry Hall of Fame Inductee

Past Chair of the Michigan Association of CPAs

john@higginsadvisoryllc.com
4 Passionate advocate for the CPA profession!
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Learning Goals @

» ldentify many ways that you can tap into the full
potential of Microsoft 365.

» ldentify a series of specific initiatives and apps that
you can implement to optimize Your Microsoft 365
ROI.

4
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Presentation Outline

» Microsoft 365 Value Proposition

» Top Apps and Initiatives to Focus On

> Getting Help
> Wrap-up
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MICROSOFT 365 VALUE PROPOSITION FOR
YOUR PRACTICE
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Microsoft 365 Value Proposition is Compelling

4
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Microsoft 365 — What You Start Wlth
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TOP MICROSOFT 365 INITIATIVES AND APPS TO
FOCUS ON
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Tips for Getting The Most Out of M365

* Document processes with

* Make Teams the priority Clipchamp (formerly Stream)

(including online meetings) * Create forms and surveys with

» Store shared files in SharePoint Forms app
(including client file uploads) * Manage your schedule with the
» Manage engagements with Bookings app
Planner * Communicate financial data visually

with Power Bl

* Get organized with OneNote « Automate workflows with Power

* Manage lists with Lists app Automate & Copilot Studio

N Use Copilot Al to help with all of it!
HIGGINS 9
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ECOSYSTEM
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Communication - Make Teams the Priority

Plan your Teams / Channels setup
Jse Chat within Team Channels
UJse Channel tabs for maximum efficiency

Replace your phone system with Teams and
Microsoft Voice

v’ Transfer email conversations to Teams
v Conduct and record all meetings in Teams

ENEA NN
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Document Meetings With Teams

K
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Recap Teams Meetings Example

Follow-up tasks

« Copilot Feature: Post information in the Teams channel about the current
status and functionality of the bookmark feature in Teams. (John)

« Copilot Feature: Check and confirm the availability of the bookmark
feature in Teams and update the team accordingly. (John)

« Copilot Access: Ensure that the Copilot button is enabled for all team
members in the Edge browser and provide necessary instructions for
access. (Richard)

» Copilot Training: Offer training sessions or resources for team members
interested in learning more about Copilot for Office 365 and its
applications. (Richard)

« Power Bl Training: Identify a team member to become the expert in Power
Bl and provide them with necessary training resources. (Lisa)

4
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Recap Teams Meetings Example (continued)

Did we review the Planner app in the meeting
Copilot /22 1:28 PM (]

The Planner app was mentioned briefly in the context of tasks
and to-do lists. It was noted that tasks assigned in the Planner
app would show up in the To Do app. allowing for centralized
task management across different 365 applications. However,
there was no detailed review or demonstration of the Planner
app itself. 1

enerated Content may he incormec Did | discuss OneDrive security
Al-generated content may be incommect

Copilot  3/22 5:14 PM (N

Yes, OneDrive security was discussed briefly. John mentioned that
OneDrive stores files that only the user has access to unless they
share specific files or folders with others. This ensures privacy and
control over the stored content. 1 2

Al-generated content may be incomect

Ask me anything about this meeting

‘ <, More prompts D

»
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Storing and Sharing Files

‘6
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Store Shared Files in SharePoint & Personal Work Files in
OneDrive

‘6
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SharePoint Best Practices

* Manage SharePoint site creation and folder management through
Teams

e Learn how file versioning works and manage appropriately
* Minimize the use of OneDrive

e Use Teams & SharePoint as a client portal for communication and file
exchange

e Share files via email links, not attachments
* Automate routine file processing with Power Automate and Copilot

‘6
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Teams / SharePoint Relationship

4
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Teams Channels & SharePoint File Folders
B
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Sending Files Securely: Use File Link

Requires file to be
stored in OneDrive
or SharePoint

4
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Establish File Link Access Controls

Establish file sharing
link permissions

K
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Create a Secure Client Portal Using Teams

4
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Establish Client Portal Model (continued)

Firm view

N\
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Establish Client Portal Model (continued)

I

-

4 Private channel site
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Establish Client Portal Model (continued)

Client invitation
email

4
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Establish Client Portal Model (continued)

prd

Client Teams view
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Manage Engagements & Projects with

Planner

—= g S

4

LLLLLLLLLLL




Task Card Details

Task
Details

Task Detailed
Description /
Notes

Task Checklist Items

r)

‘6
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/ Task Description / Name

Task classification labels
£ Assigned to

s

0 Copy task
* Move task
=2 Copy link to task

W Delete

File attachments / links

% Comments / activity journal N
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ORIENTATION TO THE PLANNER APP



Planner App Home Screen

-

Plans !

4
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Project Plan Board View

-

:i Organizing Buckets

[
E— Individual
Tasks

‘6
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DEEP DIVE FEATURES REVIEW
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Creating A Plan

3 Portfolio

<+ New plan

‘6
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All team members will have]
access to the plan —
—
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Individual Task Card Details

Task
Details

Task Detailed
Description /
Notes

Task Checklist Items

r)
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£ Assigned to
1 (Coeny foclk
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/ Task Description / Name

Task classification labels

s

! Setup recurring tasks

=2 Copy link to task

W Delete

File attachments / links

/

% Comments / activity journal

34
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Board View

‘6
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Grid View

-,
O -

Individual
Tasks

‘6
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Reporting — Chart View
-
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Reporting — Schedule View
O

%duled Tasks ]

4
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Reporting — View Options

‘6
HIGGINS
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S

Filter {0y Group by Progress
Bucket
Assigned to
~ Progress
Due date
Labels

Priority

Task grouping options

Task filtering options

39




Additional Plan Features

" Plan details
" Copy link to plan
" Export plan to Excel

" Copy Plan
" Add plan to Outlook calendar

4
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Planner / Teams Integration

K
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Planner / OneNote Integration

-

4
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Planner / Copilot Al Integration

4
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Planner App Licensing Plans

Formerly Project Plan 1 Formerly Project Plan 3 Formerly Project Plan 5

Microsoft Planner Planner Plan 1 Planner and Project Plan Planner and Project Plan

3 5
$1 0 .0 0 user/month, paid yearly $ 3 0-00 user/maonth, paid yearly $ 5 5 . 00 user/month, paid yearly

«

Included

in Microsoft 365

(Annual subscription auto—renews): (Annual subscription auto-renews) (Annual subscription auto-renews)

See Microsoft 365 plans > Or try free for one month > Or try free for one month > Try now with a partner >
Trial cancellation terms apply1 Trial cancellation terms apply‘1
Planner in Microsoft 365 includes: Planner Plan 1 includes: Includes everything in Planner Plan 1, plus: Includes everything in Planner and Project Plan 3,
plus:
~" Real-time collabaration, commenting, and ~" Creation and management of content-rich tasks ~" Microsoft 365 Copilot in Planner (preview)? o
sharing using the Planner app in Microsoft with features including files, checklists, and - aa Advanced portfolio management
Teams or the Planner web app labels o ~ Enterprise resource management and allocation
Roadmaps
~" Creation and management of content-rich tasks v Project goals o
with features including files, checklists, and " - Baselines and critical path
Backlogs and sprints
labels ~ Resources request capabilities
~ premium plan templates
v Tasks organized by My Day, My Tasks, and i Program management
. v Ability to build reports and dashboards2
Assigned to me W -
Portfolios in Planner
v Basic plan templates 7 Grid, Board, Timeline (Gantt), and Charts views
P P o v Project financials, budgeting, and costing
g . . 2 Task dependencies
Ability to view reports and dashboards= o ~ Advanced dependencies with lead and lag
Ve - - Customization and integration
Grid, Board, Schedule, and Charts views y v Project Online desktop dlient
v Ability to view task dependencies Security, compliance, data privacy, accessibility, o . )
Project Online
and Microsoft 365 customer support
~ Security, compliance, data privacy, accessibility,
‘ and Microsoft 365 customer support

»
HIGGINS “4
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https://www.microsoft.com/en-us/microsoft-365/planner/microsoft-planner-plans-and-pricing?
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ORGANIZING NOTES AND IDEAS WITH ONENOTE



Applications for OneNote

" Document and organize notes

" Create and standardized meeting agendas
" Document and share meeting notes

" Maintain working documents

" Replace internal use of Microsoft Word

" Replace you paper notepad!

4
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OneNote Home Screen

‘6
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OneNote Content Organization

! Containers

&
006&
4 Notebook Sections Pages \j

y
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The OneNote Apps
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OneNote Notebook Storage

e OneDrive
e Pre-established
e Private to you

e SharePoint

e Created with Team /
SharePoint Site

e Shared with Team / Site

members
4
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OneNote App Things to Know
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OneNote Features Review

v’ Navigating OneNote

v’ Creating and sharing notebooks
v Adding content to OneNote

v’ Tagging and searching content
v Using templates

4
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CREATING SURVEYS AND FORMS FOR DATA
COLLECTION
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Applications for the Forms App

* Training / meeting evaluations

" Performance appraisals

= Customer / client satisfaction surveys

" 1040 Tax client organizer

= Skills assessment quizzes (internal / client)

4
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Things to Know About the Forms App

4
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Forms App User Interface

4
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Forms App Features to Review

= Creating a survey

= Survey question types

" Collecting and analyzing responses
" |Leveraging Copilot Al in Forms app

4
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Create Title and Introduction

4
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Create Sections, Questions & Branches

Subtitle
Restrictions

Add branching

K
HIGGINS .
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Add Branching It Applicable

18. Would you like to receive printed promotional information from us?

Pt
() Yes Goto Next v
o
() No Goto  Next v
Goto  End of the form R
Sectio Next

~+" End of the form

C Other sections
Ple . )
1. Part 1 - Attendee information

3. Contact Information

4 Go to
y 4
HIGGINS ”
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“Text” Question Type

‘6
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“Date” Question Type
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“Choice” Question Type
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HIGGINS 63

APV IS ORY, LLC — |



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

“Rating” Question Type
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“Ranking” Question Type
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“Likert” Question Type

‘6
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“File Upload” Question Type

File uploads are available only for surveys sent
4 to people within your organization

o
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“Net Promoter Score” Question Type

K
HIGGINS .
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Update Survey Settings

Settings

Who can fill out this form

P
(_ ) Anyone can respond

@ Only people in Higgins Advisory, LLC can res
pond

Sign-in required to validate access within Higgins A
dvisory, LLC

ﬂ Record name

|:| One rasponse per person

£ s 5 5 s -
() S5pecific people in Higgins Advisory, LLC can

respond

‘6
HIGGINS

= ADVISORY, LLC =

Options for responses

OO0

B[]

Accept responses
Start date
End date

Set time duration @

Shuffle questions
Disable question number for respondents
Show progress bar

Hide Submit another response

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

n Customize thank you message

Thank you for completing this evaluation
survey. Your feedback is important to us
and much appreciated.

n Allow respondents to save their responses

n Allow respondents to edit their
responses

Response receipts

n Allow receipt of responses after submission

n Get email notification of each response

®
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Preview & Test Survey
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DISTRIBUTING SURVEYS AND COLLECTING
RESPONSES
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Send and Collect Responses

4
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Send Survey Link via Outlook or Teams

4
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Invite via QR Code
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Embed Survey Link in Website

4
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ANALYZING SURVEY RESULTS
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Review Response Summary

Analyze results in J

- Excel
View individual
responses

‘6
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RECORDING AND EDITING VIDEOS WITH

CLIPCHAMP ANDSTHREAM



Important Note

= Effective mid 2025, Microsoft has combined the
Stream and Clipchamp apps into a unified
interface under the Clipchamp brand

" You may still see the Stream app in your M365
portal.

= Recommendation is to use Clipchamp

exclusively going forward.
4
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Applications for Clipchamp

" Manage Teams meeting recordings

" Document internal business processes
" Create promotional videos

" Create on demand learning videos

= Use Copilot to create, summarize and query
videos

‘6
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Clipchamp Home Screen

‘6
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Document Processes

‘6
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Bookings App — Streamline appomtment

scheduling
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Things to Know About the Bookings App

4



https://learn.microsoft.com/en-us/microsoft-365/bookings/
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Personal Booking Page
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Shared Booking Page

‘6
HIGGINS a6

APV IS ORY, LLC — |



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited

Web Page Booking Confirmation

4
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Client / Customer Booking Email Confirmation

4
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Configure Staff
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Configure Services
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Configure Business Information

4
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Personal Booking Page Meeting Type

4

LLLLLLLLLLL -/



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited

Lists App - Create and manage customized lists

4
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Power Automate — Automate business processes

4
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GETTING HELP
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Where Can | Get Help?

Implementation & Support Resources:

" Probably not your current IT support!

= Microsoft sponsored 365 training & support
= LinkedIn Learning

" Microsoft 365 CPE programs

" Microsoft 365 Admin support
= Microsoft Support Offering

= Microsoft Business Partners

= Upwork for Microsoft support

@ Help & support
[-] Give Feedback

‘6
HIGGINS *
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https://support.microsoft.com/en-us/training
https://support.microsoft.com/en-us/training
https://www.linkedin.com/learning/topics/microsoft-365
https://www.linkedin.com/learning/topics/microsoft-365
https://www.microsoft.com/en-us/microsoft-365/business/microsoft-365-for-business-support-options
https://www.microsoft.com/en-us/microsoft-365/business/microsoft-365-for-business-support-options
https://www.upwork.com/
https://www.upwork.com/
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Microsoft Self-service Support

2@ Help & support
[1 Give Feedback
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Microsoft Business Partners

‘6
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https://appsource.microsoft.com/en-US/marketplace/partner-dir?filter=products%3DMicrosoft365%3Bsort%3D0%3BpageSize%3D18%3BonlyThisCountry%3Dtrue%3Blat%3D42.7177%3Blng%3D-83.1519%3Bcountry%3DUS%3Bradius%3D100%3Blocname%3D48306%252C%2520Rochester%252C%2520Michigan%252C%2520United%2520States%3BlocationNotRequired%3Dtrue
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WRAP-UP
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In Summary

= Microsoft 365 is one of the most underutilized
software investments in business

= The full value of Microsoft 365 is based in the
integration of the apps

= Take advantage of the “low hanging fruit”
opportunities throughout the Microsoft 365
ecosystem of apps

4
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Questions ?
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£/] Certified Public Accountant

Al-Powered Excel:
Transtorming Worktlows With
Copilot

Developed by Bryan L. Smith, CPA.CITP, CISA
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Bryan L. Smith, CPA.CITP, CISA

Y

Owner DataSmithPro, LLC
Co-founder of CPA Crossings, LLC

» Strategic technology advisor to CPAs w/ 40+ years of
experience

Y

Y

Nationally recognized author and presenter on CPA technology

Y

Extensive knowledge and experience in proper Excel design
techniques as well as helping CPAs build spreadsheets that are
accurate

» As a Certified Information Systems Auditor (CISA), spent a
considerable amount of time auditing and validating thousands
of Excel spreadsheets

» Developed various data analysis and Microsoft Power Bl
courses and has worked with multiple organizations to train and
coach staff on proper data analysis techniques

> Masters of Science in Information Assurance (MSIA)

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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Presentation »Introduction to Copilot in Excel
Outline »Copilot to Learn Excel
» Copilot with Formulas
Click links to navigate to » Copilot to Enhance Productivity
specific section -------------- > .
» Copilot to Analyze Data
v — »Copilot to Automate Repetitive Tasks
o= »Wrap-Up

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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The slides in this presentation contain many
screenshots of Excel and Copilot in order to
demonstrate particular features and functionality.
These screenshots were taken during the
development of this course. However, Microsoft
updates the apps regularly and it becomes difficult to
constantly update the screenshots. Theretfore, please
note that screenshots may vary from your actual
version, but the overall functionality remains the same.

I Note About Screen Shots

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Introduction to %]

Copilot in Excel OO

DataSmithPro, LLC ©
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I What is Copilot? el

Al-powered assistant built on OpenAl's GPT models

e Fine-tuned for Microsoft applications

Uses Natural Language Processing (NLP)

* Interprets user commands and generates contextual responses

Integrates with Microsoft Ecosystem

e Microsoft 365 (M365) apps (Word, Excel, Outlook, PowerPoint, Teams)
e Windows 11 (system-wide Al-powered assistance)
e Power Automate and Power Bl (workflow automation & data visualization)

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 6



https://www.microsoft.com/en-us/microsoft-copilot/for-individuals/do-more-with-ai/general-ai/what-is-copilot

Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited

I How Does Copilot Work?

Type question or command into prompt

® In MS365 apps
* In Windows App
* In Web at copilot.Microsoft.com

Passes to OpenAl’s LLM (Large Language Model)

e Currently GPT-5 (but will upgrade to new model over time)

LLM process and formulates an answer

e Generates a human-like response
e User asks clarification questions & the conversation continues

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 7
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How Does Copilot Help?

W d e Write documents by suggesting text or summarizing long
or reports

e Analyze your data and create charts automatically

Excel

¢ Draft emails and summarize long email thread
Outlook 9

. e Answer questions, adjust settings, or help with tasks
Windows q J 9 P

e Answer questions about almost any topic

Browser

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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Which Copilot Plan is Right for You? el

Standard
Copilot

Copilot M365
Studio Individual

Microsoft
365
Copilot

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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D
I Standard Copilot el

Free

Accessed on the web, in Windows, macOS, & iPadOS

Uses the “chat” concept

Limited integration to M365 apps

Best for the casual user

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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Accessing Standard Copilot

-OR- Select

Coplioticon

Go to
Copliot.com

Type question
or select card

Type question
or select card

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 11
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I Microsoft 365 Individual Subscriptions -
Copilot Availability

Personal

e Available in desktop apps
e Higher usage limits than free

Family

e Available in desktop apps only for the subscription owner
e Higher usage limits than free

Premium

* Available in desktop apps only for the subscription owner
e Higher usage limits than Personal and Family
e Access to Copilot features currently exclusive to Premium subscribers

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 12
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I Microsoft 365 Copilot el

License for $30/user/month, paid yearly

Everything in Copilot Premium

Requires a M365 Business Standard or Premium license
Integration with desktop versions of M365 apps
Collaboration within your organization

Best for business users

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Accessing Copilot in Desktop Version of M365

Select
Copilot icon

Type question
or select card

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Accessing Copilot in Web Version ot M365

Access M365
Web app & open
document

Select
Copilot icon

Type question
or select card

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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D
I Copilot Studio el

License for $200/month

Create & build your own, unique Copilot

e A low-code, end-to-end conversational Al platform
¢ Allows you to build and customize “copilots”

Customize Copilot for M365 (Copilot for Microsoft 365 required)

Access generative Al plugins to enhance copilot outputs

Best for those who want a custom Copilot experience

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Best Practices tfor Using Copilot in Excel

Be VERY specific when asking your questions

NEVER trust the response

e Use it for training

e Be prepared to edit the response

e Validate EVERY response to confirm it is correct
e |f response isn't correct continue clarifying chats

| have found Copilot works GREAT for MS apps

e Not so good for general questions (ChatGPT is WAY better)

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 17
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I Getting Started Using Copilot in Excel

Autosave ON

e \Which means file must be saved to OneDrive or SharePoint

Use Excel Tables or “Table-Like Range”

Open the chat pane on Home tab

e Also, quick menu by clicking Copilot icon on selected cell
e Select a card or type a question

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 18
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Accessing Copilot in Excel

Select Copilot

icon on cell
W Autosave LN )= Turn On Autosave

$2,309.23|7
$545 02' fil - Get Deeper Analysis Results using Python

Type question here
ypPe g $59.85 | fir Explain this Formula

$12,216.75
$1,749.50 ﬁf-' Suggest a Formula Column

$4,348.50 | ¢4 Suggest Conditional Formatting

$2,363.90 ,, _
Summarize using PivotTable or Chart

Select COleOt to E Teach Me Something About Excel
open chat pane Suggested (% Chat with Copilot

COpI |Ot hel p : & Hide until | Reopen this Document

Use to help
Copilot get better

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Copilot to Learn
Excel

DataSmithPro, LLC ©
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I Use Copilot in Excel to Learn Excel

Explain a Function

Create Data to Use With a Formula
Explain How to Write a Formula
Ask for Keyboard Shortcuts

Explain a Concept (Absolute/Relative Reference)

o Uk w o=

Explain a Feature (PivotTable)

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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1. Explain a Function

Very Microsoft
"Help-like” response

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 22
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I Copilot vs. ChatGPT for General Questions

Copilot ChatGPT

AS k Cl a rifi Cati on q u esti on Can you provide key points about how XLOOKUP works

Key Points About How XLOOKUP Works

1. Basic Functionality

* Searches for a lookup value in a specified range (lookup_array) and returns a corresponding

value from another range (return_array).
2. Flexible Lookup Direction

* Works for both vertical and horizontal lookups, unlike VLOOKUP and HLOOKUP.

¢ (Can search left-to-right or right-to-left (unlike VLOOKUP). M ore n atu ra I
3. Exact Match by Default | an g ua g e

* No need to specify an exact match, unlike VLOOKUP, which defaults to an approximate

Still “help-like”

4. Handles Missing Values
* The [if _not_found] argument allows returning a custom message instead of #n/A .
5. Supports Approximate Matches
* Can find the next smaller (-1) or larger (1) match when exact values are unavailable.
. Wildcard Matching Available

* Allows searches using * (for any characters) and ? (for a single character).

. Searches in Any Order

* (Can search top-to-bottom (1) or bottom-f 3P (-1).

* Can perform binarv search (2 or -2) if data is sorted.

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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2. Create Datato UseWithatormuta

Ask to add data

A B C D E
1 Frudu:t.FriceﬂEtnck M
2 |Apple VPP LELEED < 0.5]
'""""""""“"-'?-EE;I‘TEII‘IEI 0.5 150 ------> 200
T 4 Orange _1].?5-----'2'[1‘[1‘"' [
vawansesBeManED"” 1.5 50, |

Step 3: Try these XLOOKUP formulas

« Find price by SKU:
=XLOOKUP("P-20801", A2:A9, D2:D9,
"SKU Not Found™)

« Find product name by SKU:
=XLOOKUP("P-2001", A2:A9, B2:B9,

<+ Insert to new sheet €]} "SkU Not Found™)

* Find stock by product name:

=XLOOKUP( "Monitor 34\" uw",
B2:B9, E2:E9, "Product Not
Found™)

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Try Other Functions

SWITCH
LET
IFS

SUMIF / SUMIFS

FILTER
UNIQUE

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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3. Explain How to Write a Formula

How can | write a formula that

forecasts revenue over time

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 26
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4. Ask for Keyboard Shortcuts

What are some intermediate level

keyboard shortcuts | can use

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 27
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(Absolute/Relative Reference)

What is the difference between
absolute and relative references

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 28
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6. Explain a Feature (PivotTable)

What is a PivotTable
and How can | use it

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 29
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I The List is Almost Infinite

How can | add a Keyboard Shortcut to the Quick Access
toolbar?

What are Themes and how do you use them?

Explain how to use the currencies data type

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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Review Chat History or Start New Chat

M

Older chats
with search

Open navigation
panel

Hover over

Displays ALL to delete
Copilot chat history

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Copilot with
Formulas

DataSmithPro, LLC ©




Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited

I Use Copilot in Excel with Formulas

Automatically Generate Formulas
Create Complex Formulas

Explain a Formula

B w o=

Debug a Formula

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 33
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I Using Copilot App Skills for Just this Workbook

| —

< Copilot Chats

z Create a total for the total sale... 11/14/2025

Ap p S kl | |S (7 Delete all Copilot history
History

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel 34
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1. Automatically Generate Formulas

| A B C D
_ A B C D E F 1 Item |Quantity Unit Price | Total Price
1 ltem | Quantity| Unit Price |[# | Sales| 2 |Laptop 5 1000[$5,000.00
2 |Laptop 5 1000|¢ 3 |Tablet 10 500 $5,000.00
/¢.7| - -
3 [Tablet 10 500 il Get Deeper Analysis Results using Python 4 Smartphone 15 700 $10,500.00
4 |Smartphone 15 700 | fx 5 Monitor 20 200 $4,000.00
5 Monitor 20 200 6 |Keyboard 25 50 $1,250.00
6 |Keyboard 25 50 || /& Suggesta Formula Column 7 Mouse 12 30 $360.00
7 |Mouse 12 30 [ ¢4 suggest Conditional Formatting 5 |Printer 30 J $9,000.00
8 Printer 30 300 | — ) o 9 |Desk 18 0 $2,700.00
9 |Desk 18 150 U] Summarize using PivotTable or Chart 10 | Chair 100 $2,200.00
10 | Chair 22 100 | & Teach Me Something About Excel 11 |Headphones 27 80 $2,160.00
11 |Headphones 27 80 _ 12 |Router 8 120 $960.00
12 |Router 8 120 | & AskCopilot 13 | USB Dyt 14 25 $350.00
13 'USE Drive 14 25| 8 Hide until | Reopen this Document =rnal HDD 10 150 §1,500.00
14 |External HDD 10 150 - Webcam 9 90 $810.00
15 'Webcam 9 90 Hover over 16 | Gaming Mouse 16 60 $960.00
16 | Gaming Mouse 16 60 't o B
: O preview

= | Total Price Total Sales

fx o

=PRODUCT($B21, $C21)

Pushes existing
columns over

Show explanation

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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I Create Total Row

ExternalHDD 10 150 $1,500.00
Webcam 9 a0 $810.00
Gaming Mouse 16 60 $960.00
Total $46,750.00

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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Simple Split Text

i Customer Nam First name Last name B4
|y s
John Doe John Doe John Doe
Alice Smith Looking at AZ:A6, here's 1 formula Alice Smith Alice Smith
Emma Johnson column to review and insert in Column B: Emma Johnson Emma Johnson
Harry White First name Harry White Harry White

Extracts the first name of each customer
by taking the text before the first space
in their full name.

fx O

Now create the last name
column

Looking at A2:B6, here's 1 formula

=TEXTBEFORE Customer . . ,
(fet column to review and insert in Column C;

Name]],"™ ™)

) Last name
Show explanation

Extracts the last name of each customer
by taking the text that appears after the

2 | First name first space in their full name.
3 |John
4 | Alice -fx LD
5 |Emma
=TEXTAFTER([@[ Customer
6 | Harry

Name]]," ™)

<+ Insert colu Show explanation
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John J. Doe
Alice M. Smith
Emma M. Johnson

IHarrg,..r'1.I"|.|"hi‘ce
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Complex Split Text #1

Suggest a Formula Column ﬁ Create a middle initial column

Looking at A9:A13, here's 1 formula
column to review and insert in Column B:

First name

Extracts the first name of each customer
by taking the text before the first space
in their full name.

fx O

=TEXTBEFORE( [@[ Customer
Name]]Jll Il)

Show explanation

First name
John
Alice

Emma

Harry

~+ Insert column

Looking at A9:B13, here's 1 formula

column to review and insert in Column C:

Middle initial

Extractsghe middle initial from the
"Custorfler Name" by finding the first
charact§r after the first space. If no
middle fnitial is found, it returns an

empty f§tring.
O

RROR (LEFT (TEXTAFTER([@[ Cus
tomgr Name]]," "),1), ")

Show explanation

C
Middle initial

Unlock the Power of Al with Copilot in Excel

Some Customer Name do not

have a middle initial, so it

should be blank

Looking at A9:B13, here)ff 1 formula
column to review and igsert in Column C:

Middle Initial

Extracts the middle igitial from the
"Customer Name" bff splitting the name
into parts and taking the first letter of
the second part if ff exists. If there is no
middle initial, it lgfives the cell blank.

fx O

&
=LET(parts

TEXTSPLIT( @[ Customer
Name]], "§",, TRUE),

IF{COLUMYS (parts) > 2,
LEET/TNEY (narte 1 2Y 1Y ¥
Show explanation

C
9

10
11

ddle Initial
]
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Complex Split Text #2

Split the Customer Name column into First, Middle and
Last Name, where middle name may be a full name or a
middle initial with a period or a middle initial without a
period or no middle initial. Plus some names do not
have a middle initial or last name.

Customer Namﬂ First Name - Middle Name - Last Name [y
John James Doe John James Doe

Alice M. Smith Alice M. Smith

Emma M Johnson Emma M Johnson
Harry Harry
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Complex Split Text #3

Split the Customer Name column into First, Middle, Last
Name and suffix, where middle name may be a full name
or a middle initial with a period or a middle initial
without a period or no middle initial. Plus some names
do not have a middle initial or last name and some
names have a suffix which is after the comma.

Customer Hameﬂ First Name - Middle Name - Last Name - Suffix [iy

John James Doe, Jr. John James Doe Ir.
Alice M. Smith Alice M. Smith

Emma M Johnson Emma M Johnson

Harry Harry

DataSmithPro, LLC ©
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Find Top 5 Highest Sales

ltem - Quantitv,- Unit Fricﬂ Total Sale iy

Laptop 5 $1,000 $5,000 Find the top 5 highest sales

Tablet 10 $500 $5,000

Smartphor 15 $700 $10,500

Monitor 20 $200 $4,000 | analyzed data in A2:D17, and here's what |

Keyboard o5 $50 $1.250 found: Creates a PivotTable

Mouse 12 $30 $360 Top 5 in ‘Item’ by 'Total Sales'

Printer 30 $300 $9,000

Desk 18 $150 $2.700 Item 5um of Total 5ales

Chair 22 $100 $2,200 Smartphone $£10,500 Item T Max of Total Sales

Headphon 27 $80 $2.160 Printer $9,000 Smartphone $10,500

Router 8 $120 $960 Laptop $5,000 Printer $9,000

USB Drive 14 $25 $350 Tablet $5.000 #HEIDP igggg
ablet ,

External HI 10 $150 $1,500 Monitor £4.000 fabl o

Webcam d $90 $810 Grand Total $33,500 oro :

Gaming Mc 16 $60 $960 ' Grand Total $10,500

~+ Add to a new sheet

Al-generated content may be incorrect (j':'; ‘{P
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Find Top 5 Highest Sales with Input Field

Sometimes the formula

is incorrect and errors

Had to keep asking
questions to get

this corrected

al #CALC!

Copilot Final Results (after initial question and 8 clarifying questions):
=LET(

sortedData, SORTBY(Table133, Table133[Total Sales], -1),

topX, F11,

FILTER(sortedData, SEQUENCE(ROWS(sortedData)) <= topX)
)

5 Smar'tphn_l 15 700 10500
Printer 30 300 9000
Laptop 5 1000 5000
Tablet 10 500 5000
Monitor 20 200 4000
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3. Explain a Formula

. SUMPRODUCT( --
ISFORMULA(F11:F22)) : Sums the
array of 1s and 0Os, giving the
count of cells that contain
formulas.

e ROWS(F11:F22) -

SUMPRODUCT( --
ISFORMULA(F11:F22)) :
Calculates the difference between
the total number of rows and the
number of cells containing
formulas.

o [ IF(ROWS(F11:F22)-
SUMPRODUCT( --
ISFORMULA(F11:F22))
<>@,"Missing Formula","0K") :
Checks if the difference is not
equal to 0. If it is not 0, it means
there are cells without formulas,

and it returns "Missing Formula”. If

it is 0, it means all cells contain
formulas, and it returns "OK".
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4. Debug a Formula

Formula is
incomplete

Arrays MUST be
of the SAME size
and they are not

Suggests solution Suggests solution
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I Copilot to Enhance {é\}
Productivity {é:}
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I Use Copilot in Excel to Enhance Productivity

1. Conditional Formatting

2. Clean and Format Data
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1. Conditional Formatting #1

Laptop $12,000

Tablet $8,500

Smartphone $15,000

Monitor $6,000

Keyboard $4,000

Mouse $3,000

Printer $7,000

Desk $9,000

Chair $5,000

Headphones $6,500

Router $7,200

If you like one of USB Drive $2,500
. External HDD $4.800

the suggestions, Webcam $3.100
click it Gaming Mouse $8,000
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1. Conditional Formatting #2

Product ﬂ Sales ﬂ Product n Sales n
Laptop $12,000 Laptop $12,000
Tablet $8,500 Tablet

Smartphone $15,000 Smartphone

Monitor $6,000 Monitor

Keyboard Keyboard

Mouse Mouse

Printer $7.000 Printer

Desk $9,000
Chair $5,000
Headphones $6,500
$7,200

Desk
Chaj
eadphones $6,500
Router $7,200
USB Drive
External HDD
Webcam
Gaming Mouse

Router
USE Drive

Webcam
Gaming Mouse
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Customer Name -

john doe

Jane DOE

ALICE smith

—

BOEB jones

Charlie BROWN

david WILSON

emma JOHNSON

frank MARTIN

GEORGE hill

HARRY WHITE

Michael Scott

Jim Halpert

Pam Beesly

Dwight Schrute

Stanley Hudson

JOHN DOE

DataSmithPro, LLC ©

Customer Name

add this formula as a new

/ column

Looking at A2:D18, here's 1 formula
column to review and insert in Column E:

Proper Customer Name

Converts the customer names to proper
case, ensuring that each name starts with
a capital letter and the rest of the letters
are in lowercase. This standardizes the
format of customer names for better
readability and consistency.

I3 O
=PROPER ([@[ Customer Name]])

Show explanation v

E

2 | Proper Customer Name
3 | John Doe

4 | Jane Doe

5 | Alice Smith

6 | Bob Jones

=+ Insert column

Unlock the Power of Al with Copilot in Excel

Proper Customer Name

John Doe
Jane Doe
Alice Smith
Bob Jones

Charlie Brown
David Wilson
Emma Johnson
Frank Martin
George Hill
Harry White

Michael Scott

Jim Halpert

Pam Beesly

Dwight Schrute

Stanley Hudson

John Doe

49



Create a new column that fixes
the phone number so there
are no spaces or special
characters "(* "-" (" )" "."
Then format with the Number
format, Special, Phone
Number

Phone Number n
123-456-7890
123 456 7890
(123)456-7890
123.456.7890
1234567890
587-654-3210
587 654 3210
(987)654-3210
587.654.3210
5876543210
(555) 123-4567
555-234-5678
555.345.6789
555 456 7890
555-567-8901
(123) 456-7890

DataSmithPro, LLC ©
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To create a new column that fixes the

phone number in Table17, follow these

steps:

1. Insert a new column named "Fixed

2.

Ix

Phone Number" in Table17.
Use the following formula to
remove spaces and special
characters from the phone
numbers in column B:

=TEXTJOIN("", TRUE,
MID(Table17[@[Phone
Number]],

FIND(MID(Table17[@[Phone
Mumher11l  ROW/(TNRTRECT ™1 "

3. Format the new column with the

This formula will concatenate only the

Number format, Special, Phone
Number.

numeric characters from the phone
number, effectively removing spaces
and special characters.

Phone Number

Unlock the Power of Al with Copilot in Excel

Fixed Phone Nurﬂ

(123) 456-7890

(123) 456-7890

(123) 456-7890

(123) 456-78390

(123) 456-7890

(987)654-3210

(987)654-3210

(987)654-3210

(987)654-3210

(555) 123-4567

(555) 234-5678

{555) 345-6789

{555)456-7890

(555) 567-8901

)
)
)
)
)
)
)
(987)654-3210
)
)
)
)
)
)
)

(123) 456-7890
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Date

Fix the date field so the dates
are displayed as

(ot con o pplic, | e
format can be appliEd, I need dateS Wlth the 'I:Orma't r—esult is not a date Value s0 it StandardIZEd Date n
01/02/2024 a formula to standardize the 01/02/2024

"mm.dd.yyyy" are getting cannot be used in formulas

02-03-2024 current dates #valuel error 02/03/2024
2024/03/04 ensure the result is a date value that 03/04/2024
. Looking at A2:F18, here's 1 formula . ; .
ﬁ\pl’ll 5,2024 column to review and insert in Column Ioklngtat AZ.'G18' hjr.e ° ‘:-tflorrgulla can be used in formulas, use the 04/05/2024
06.07.2024 G I‘:_|° umn o review and insert in Lofumn following formula to standardize the 06/07/2024
ﬂ?fﬂﬂfzﬂgd Standardized Date ’ d d d dates n COIUmn COfTab|e17: U:”ﬂﬂf?ﬂzil
Sta i Date2
08-09-2024 Converts the date in each row to 2 reardised Tee 1. Insert a new column named 08/09/2024
2024/09/10 standardized format of mm/dd/yyyy Standardizes the date format by "Standardized Date" in Table17. 09/10/2024
(month/day/year) to ensure consistency converting various date representations 2 Use the following f lain th
October 11, 2024 and ease of comparison across all entries into a consistent "mm/dd/yyyy" format, n:uev ccju?n:grl?a:c';;;;"]chee 10/11/2024
12.13.2024 in this table. ensuring uniformity across all entries in dates: 12/13/2024
2023/01/15 f o the table. 01/15/2023
February 16, 2023 TEXT(DATEVALUE([@Date]), "[$- Ix O i 0 02/16/2023
03-17-2023 en-us Jmn/dd/yyyy") 03/17/2023
April 18. 2023 :TEXT(DATEVALUE(EUESIIIUTE (SUB =DATEVALUE (SUBSTITUTE (SUBSTITU 04/18/2023
pri : Show explanatigff ~ STITUTE([@Date],".","/"),"- TE([@ate],”.","/")," =", /"))
05.19.2023 . """, T[$-en- 05/19/2023
01/02/2024 R r— us Jmm/dd/yyyy™) 01/02/2024
sh lanation v 3. Format the new column with the
3 01/02/2024 OW eXplanation . "
2 | 02/03/2024 date format "mm/dd/yyyy".
5| 03/04/2024 H
6 | 04/05/2024 2 | Standardized Date2
3 01/02/2024

4 1 02/03/2024
~+ Insert column
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Copilot to Analyze
Data

DataSmithPro, LLC ©
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I Use Copilot in Excel to Analyze Data

. Summarize Dataset
Find Average Sales Per Month
Detect Trends and Patterns

Create Charts

B w o=
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1. Summarize Dataset #1

Product ﬂ Sales ﬂ Profit ﬂ Region ﬂ
Laptop $12,000 $3,000 North
Tablet $8,500 $1,800 South
Smartphone  $15,000 $4,000 West
Monitor $6,000 $1,200 East
Keyboard $4,000 $600 North
Mouse $3,000 $400 South
Printer $7,000 $1,500 West
Desk $9,000 $2,500 East
Chair $5,000 $900 North
Headphones $6,500 $1,400 South

Creates

PivotTable/
PivotChart
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1. Summarize Dataset #2

.Transacﬂ Date ﬂ Product ﬂ Region ﬂ SalesAmuﬂ Uni‘t:ﬂ
20005  1/5/2023 Smartwatch West $1,072

20008 1/8/2023 Gaming Console North $1,150
20009  1/9/2023 Printer North $3,087
20010 1/10/2023 Headphones North $3,762
20011 1/11/2023 Tablet

Copilot Chat

Lots of detail on
my simple dataset,
think what it can do

with your data!
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2. Find Average Sales Per Month

.Transacﬂ Date ﬂ Product ﬂ Region ﬂ SalesAm-ﬂ Unitﬂ

20001  1/1/2023 Mouse West $4,978 [
20002 1/2/2023 Smartphone West $518 2
20003  1/3/2023 Smartwatch West
20004  1/4/2023 Monitor East
20005  1/5/2023 Smartwatch West
20006  1/6/2023 Chair South
20007  1/7/2023 Keyboard East
20008  1/8/2023 Gaming Console North
20009  1/9/2023 Printer North
20010 1/10/2023 Headphones North
20011 1/11/2023 Tablet East
22090 3/ JHRAR AR slond et Rt
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Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited

3. Detect Trends and Patterns

20001  1/1/2023 Mouse West
20002  1/2/2023 Smartphone West
20003  1/3/2023 Smartwatch West
20004  1/4/2023 Monitor East

20005  1/5/2023 Smartwatch West
20006  1/6/2023 Chair South
20007  1/7/2023 Keyboard East

20008  1/8/2023 Gaming Console North
20009  1/9/2023 Printer North
20010 1/10/2023 Headphones North
20011 1/11/2023 Tablet East

,..2000 2 HO0AR AN sty Serthl

DataSmithPro, LLC ©
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20001

.Transac'ﬂ Date ﬂ Product ﬂ Region ﬂ Sales ﬂ\muﬂ Unitﬂ

1/1/2023 Mouse

20002

1/2/2023 Smartphone

20003

1/3/2023 Smartwatch

20004

1/4/2023 Monitor

20005

1/5/2023 Smartwatch

20006

1/6/2023 Chair

20007

1/7/2023 Keyboard

20008

1/8/2023 Gaming Console

20009

1/9/2023 Printer

20010

1/10/2023 Headphones

20011

1/11/2023 Tablet

L2000 4 [ HRARORR AL

Chart1DONE

DataSmithPro, LLC ©
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4. Create Charts

Unlock the Power of Al with Copilot in Excel

Select: Add to a new sheet

Go to New Sheet and select table

Show this data as a line chart

Select: Add to this sheet
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4. Create Charts (continued)

Chart4DONE
Chart3DONE
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I Copilot to Automate
Repetitive Tasks
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I The Scenario

We have raw data that is not in the correct order

We want to:

Format the dollar Add a Grand Total

columps to the for the Total column
Accounting format

Reorder the columns  Add a Total column Turn it I'Irj;glzn Excel
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Data Set Example

A B C D E F
1 Unit Price Qty Customer Name Product Name Cust#
2 29.99 77 Justin A Robinsol ML Mountain T 33930
3 2.29 238 Tamara Zhu Patch Kit/8 Pat: 50470
4 3.99 15 Nicole White  Road Tire Tube 43580
5 2443.35 5 Nancy L Sanchez Road-250 Red, 42860
b 34.99 50 Reginald Navarr Sport-100 Helmr 45800
7 28.99 150 Autumn Zhu Touring Tire 14170
8 21.49 110 Nicole White  LL Road Tire 43580
9 2049.09 18 Denise Mehta Mountain-200 | 21840
10 2319.99 13 Tamara Zhu Mountain-200 ! 50470
11 4.99 23 Autumn Zhu Touring Tire Tul 14170
12| 2384.07 12 Reginald Navarr Touring-1000 B 45800
13 \ ]
14 ¥
15 E-A C-B D-C B-D A-E d*e
16 | Custf Customer Name Product Name Qty Unit Price Total
17
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I Process Steps

Type out each step

As if you were doing it manually

Put each step in a separate cell
Follow each step manually
Copy & paste steps into Copilot

Test on a sample spreadsheet

DataSmithPro, LLC © Using ChatGPT with Excel
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Example of Our Instructions

Instructions:

Create an Excel Macro that:

Uses the AutomateTasksData sheet
Where column A is UnitPrice, column B is Qty, Column C is Customer, Colmun D is Product and column E is cust#

Insert AutomateTasksFinal sheet and Rearrange columns as follows: Cust#, Customer, Product, Qty, UnitPrice

Make the data into an Excel table

1d col - Total col Hore it * Unit Pri Create new sheet so we
Add column F as a Total column where it is Qty * Unit Price don't affect raw data &
Format the UnitPrice and Total columns as Accounting can test/re-test
Add a Total Row for the Total Column
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ot

[ Paste Instructions into Copi

Create an Excel Macro that: Uses the AutomateTasksData sheet
Where column A is UnitPrice, column B is Qty, Column Cis
Customer, Colmun D is Product and column E is cust# Insert
AutomateTasksFinal sheet and Rearrange columns as follows:
Cust#, Customer, Product, Qty, UnitPrice Make the data into an
Excel table Add column F as a Total column where it is Qty * Unit
Price Format the UnitPrice and Total columns as Accounting Add a
Total Row for the Total Column

How do | run this macro?

acro, follow these steps:

How do | run this macro?

] ] 1. Press Alt + F11 to open the VBA editor.
CAUTION: Please carefully review the generated VBA code before running 2. In the VBA editor. go to Tnsert > Module to create a new
it Can you explain the code?

module.
sub AutomateTasks() 3. Copy and paste the provided VBA code into the module.
Dim wsData As Worksheet 4. Close the VBA editor.
Dim wsFinal As Worksheet 5.Press Alt + F8 to open the "Macro" dialog box.
Dim tbl As ListObject 6. Select AutomateTasks from the list of macros.
Dim lastRow As Long 7. Click [Run .

" Set references to the worksheets
Set wsData = ThisWorkbook.Sheets("AutomateTasksData™)

Make sure your workbook is saved as a macro-enabled workbook
(.x1sm) to run the macro.

Insert the new sheet
Set wsFinal = .
ThisWorkbook.Sheets.Add (After:=ThisWorkbook.Sheets(Thisworkbo Other Suggestlons
ok.Sheets.Count}))
wsFinal.Name = "AutomateTasksFinal”

Can you explain what each part of the code does?

What should | do if | encounter an error?

How can | medify the macro to include additional columns? C

DataSmithPro, LLC © Using ChatGPT with Excel
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I Pasted into Excel and Ran Macro
- End Result

A B C D E F
(I Cust# - Eustnmern Frndu-:'tn Qty n Uni‘tFrin:en Total
2 33930 Justin A Robir ML Mountai 77 $ 2999 $ 2,309.23
3 50470 Tamara Zhu Patch Kit/8 238 $ 229 §$ 545.02
4 43580 Nicole White Road Tire Ti 15 % 3.99 § 59.85
5 42860 Nancyl Sanc Road-250F 5 $2443.35 $ 12,216.75
6 45800 Reginald Nav Sport-100 F 50 $ 3499 $ 1,749.50
7 14170 Autumn Zhu Touring Tire 150 $ 2899 §$ 4,348.50
8 43580 Nicole White LL Road Tire 110 $ 2149 $ 2,363.90
9 21840 Denise MeHr Mountain-2 18 $2,049.09 $ 36,883.62
Might want to ask to smara Zhu Mountain-2 13 $2,319.99 $ 30,159.87
SN iner i et laglanitetlaln) Autumn Zhu Touring Tire 23 $ 499 % 114.77
45800 Reginald Nav Touring-10( 12 $2,384.07 $ 28,608.84
12 |Total $119,359.85
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I Wrap-Up
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I Presentation Wrap-Up

Copilot is an Al-powered assistant built on OpenAl's GPT models

There are multiple versions of Copilot, some require monthly license

Copilot can be used in Excel to:

® | earn Excel

e Help with formulas

e Enhance productivity

e Analyze data

e Automate repetitive tasks
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I Questions?
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Thank You!!

Bryan L. Smith, CPA.CITP, CISA

>4

bsmith@datasmithpro.com
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This course and Bryan L. Smith are independent of
Microsoft and are neither affiliated with, nor authorized,
sponsored, or approved by Microsoft Corporation.

All trademarks are the property of their respective
owners.

I ONE FINAL NOTE

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel



How to Enable Microsoft 8BS Cop et i
I Desktop Apps

User will need to go to File > Account
in any M365 app, select Update
License, then close & reopen app

Your admin will need to
buy Copilot licenses
and assign to users

Copilot will
now appear on
Home ribbon

DataSmithPro, LLC © Unlock the Power of Al with Copilot in Excel
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Smart Tech, Sound Judgement:
Navigating Al Responsibly

Set your browser to

HIGGINS.CNF.10

For interactive polling
and Q & A

Presented By
John H. Higgins, CPA.CITP

.‘ Rochester, Michigan
HIGGINS 1

— ADVISORY, LLc — NN
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Learning Goals @

» Recognize the ethical dilemmas and risks
associated with Al applications that you can
encounter

» ldentify practical guidelines for mitigating them

Set your browser to

HIGGINS.CNF.IO
For interactive polling

“ and Q & A
HIGGINS

ADVISORY ,LLC
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Presentation Outline

» Why Al Ethics is an Important Topic

» Al Usage Ethical Dilemmas & Risks
* Where do they originate
* What are they specifically
* How to mitigate them

» Wrap-up

6
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The Big Three CPA Technology Revolutions

Electronic CIOUd. Artificial

Computing :
Vodel Intelligence

Spreadsheet

6
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Live Content Slide

Poll: What is the first thought, in a word, that comes to your mind with
Al?




4
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WHY Al ETHICS IS AN IMPORTANT TOPIC?
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/VVhat’s h

wrong with

this
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“The new spring in Al is the most significant development in
computing in my lifetime. Every month, there are stunning
new applications and transformative new techniques. But
such powerful tools also bring with them new questions and
responsibilities.”

Sergey Brin
Co-founder Google
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“The most important thing to know about Al, it is
the first technology in history that can make
decisions by itself and can create new ideas by
itself.”

Yuval Noah Harari
Best Selling Author — Sapiens

{

“. .. And can take actions by itself”

. John Higgins, CPA
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Live Content Slide

Poll: What concerns you most about Al technology?

10
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THE SOURCE OF Al ETHICAL DILEMMAS & RISKS
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Al Technology Evolution
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A Simple Generative Al demo

O
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Prompt: What is AGI?

Response: AGI stands for Artificial General
Intelligence.

Prompt: In the context of income taxes.

Response: In the context of income taxes, AGI
refers to Adjusted Gross Income.
[@]



https://chatgpt.com/share/6704047f-5870-800c-919b-a0b948635f24
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Building a Large Language Model (LLM)

_ )
Bias removal
Algorithms analyze the Acceptable Use Guardrails
data to learn patterns Lser feedbacl.<'
Industry specific content

J

~

Websites
Documents
Books

Video
Audio
And more
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Completed tax return
Internal Revenue Code
M365 ecosystem data

14




LLM Source Data Ethical Risks

= Al application developer determines the source
of the data

= The source data will have inherent biases
" Source data may have copyright issues

O

LLLLLLLLLLL _____________________________________________________________________________________________________________________________________________/



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited

LLM Training Algorithm Ethical Risks

" Al application developer defines the algorithms
that train the data

" Different weightings can be assighed to
different classifications of data to remove /
embed biases

O
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LLM Evaluation and Fine-tuning Ethical Risks

" Al application developer defines the
parameters of the “guard rails” to exclude/
prevent inappropriate data

" Al developer defines “acceptable use” policies
for user prompts

O
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Live Content Slide

When playing as a slideshow, this slide will display live content

Poll: Would you be willing to upload your blood test results to
generative Al if it would help you diagnose your illness quicker and / or
more effectively?

18
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REVIEW OF THE CPA PROFESSIONAL ETHICS
FRAMEWORK



AICPA Code of Conduct

" Adopted by members of the AICPA

" Provides guidance and rules for CPAs in their
performance of professional responsibilities

" Disciplinary repercussions for failure to comply

O
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Key Principles of Professional Conduct

" Actin the public interest

" |ntegrity
" Objectivity and Independence
"= Due care
4 AICPA Code of Conduct ChatGPT Summary

Full Text
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https://pub.aicpa.org/codeofconduct/Ethics.aspx
https://chatgpt.com/share/67e2c243-d610-800c-abbf-19ce77c7df60
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Additional Regulatory Entities to Consider

= State Board of Accountancy
" SEC (Securities and Exchange Commission)

= PCAOB (Public Company Accounting Oversight
Board)

" DOL (Department of Labor)
" GAO (Government Accountability Office)

" Federal, state and local taxing authorities
4
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Live Content Slide

Poll: Where would you place your organization on the Al adoption
timeline?

23
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Al ETHICAL RISK AND MITIGATION

4
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Al Ethical Risks and Mitigation
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MITIGATING THE ETHICAL DILEMMAS & RISKS
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#1 - Apply Due Diligence in Selecting Al Tools

" Select reputable tools

" |nvestigate their data privacy and acceptable
use policies.

" Limit staff to using only approved tools

O
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#2 - Develop Documentation Standards

" Maintain an audit trail of Al prompts and
outputs for client engagements as part of your
engagement documentation standards

" Establish a policy for when and how Al usage
on client engagements should be disclosed

" Consult with your professional liability carrier
for guidance

O
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#3 - Authenticity and Accuracy Validation Policy

" Establish guidelines for standard procedures for
validating the accuracy and authenticity of Al
generated output

" |nclude links to sources in prompt output

O
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#4 - Al Acceptable Usage Policies and Procedures

= Establish an Al prompt champion to lead
communication, oversight and knowledge
sharing regarding prompt best practices

" Maintain a library of firm approved prompts for
technical applications on client engagements

" Monitor standards setters and regulatory

agencies for compliance requirements

&
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#5 - Develop an Al Acceptable Usage Policy

" |ncorporate all these policies & procedures in a
comprehensive and documented Al usage

policy
" Provide mandatory education on the policy for
all staff

" Monitor and update quarterly

" Monitor standards setters and regulatory

A agencies for compliance requirements
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Machines are getting Humans are getting
more like humans more like machines
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Integration of Al & Humanity

" Risk of over reliance on Al generated content

" The fear of job security is real and should not
be dismissed

" Communication, transparency and education
are key
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Current Day Examples

= HeyGen
" Figure 03
= Neuralink
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https://higginsadvisoryllc.sharepoint.com/:v:/s/CPAAssociations/EaZ03dY-eppNkfF77tRKzw8Bcfe4Xj2-P4nMarPpfQJiiQ?e=B2GyUR&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D
https://higginsadvisoryllc.sharepoint.com/:v:/s/CPAAssociations/EaZ03dY-eppNkfF77tRKzw8Bcfe4Xj2-P4nMarPpfQJiiQ?e=B2GyUR&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D
https://www.youtube.com/watch?v=Eu5mYMavctM
https://www.youtube.com/watch?v=Eu5mYMavctM
https://twitter.com/neuralink/status/1770563939413496146?s=20
https://twitter.com/neuralink/status/1770563939413496146?s=20
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WRAP-UP
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In Summary

" There are many ethical implications and risks
associated with using generative Al technology

= Specific standards and regulations are currently
limited

= Develop an Al usage policy for your organization

" Educate your staff on the risks of Al

= Use your core ethics as your foundation to guide you!
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