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Learning Goals

 Identify ways you can put the AI features of Microsoft 
365 Copilot to work today.

 Recognize the range of AI features that Microsoft 365 
Copilot has to offer.
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Nationally recognized thought leader, advisor, author and 
speaker on CPA technology

Strategic technology advisor to the profession w/ 35+ 
years of experience

Founded and sold two CPA technology advisory startups

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

Passionate advocate for the CPA profession!

John H. Higgins, CPA.CITP
Strategic Technology Advisor

john@higginsadvisoryllc.com
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Presentation Outline

 Microsoft Copilot Ecosystem Overview
 Copilot Prompting
 Copilot Integrating Copilot Into Your Workflows
 Practical Copilot Applications for CPAs
 Preparing Your Firm For Copilot
 Wrap-up
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MICROSOFT COPILOT ECOSYSTEM OVERVIEW
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Things to Know About Copilot Ecosystem

Copilot is ChatGPT technology embedded into 
Microsoft applications

There are multiple Copilot products

Copilot for Microsoft 365 connects to your M365 data

Microsoft Enterprise Data Protection secures your data 
privacy in Copilot
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https://learn.microsoft.com/en-us/copilot/microsoft-365/enterprise-data-protection
https://support.microsoft.com/en-us/copilot-powerpoint


Microsoft Copilot Apps

Microsoft 
Copilot 

Chat

Copilot for 
Microsoft 

365

Copilot for 
Windows

Copilot for 
Security

Copilot 
Studio

Others

Free or Pro version for 
$20 per month

$30 per month
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Microsoft Copilot Chat

 Free version vs. Copilot Pro $20 per month
 Not integrated with Microsoft 365 apps / data
 Prompt with text, voice and images
 Pro supports RAG (retrieval augmented generation)
 All purpose LLM (Large Language Model)
 Web grounding (access current data via web)
 Enterprise Data Protection with Microsoft Entra ID 
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https://learn.microsoft.com/en-us/copilot/microsoft-365/enterprise-data-protection
https://learn.microsoft.com/en-us/copilot/microsoft-365/enterprise-data-protection


Accessing Copilot Chat

Click to access Copilot
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Accessing Copilot Chat

Use Copilot side-by-side 
with Edge browser
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Microsoft 365 Copilot Screen

Chat history

Prompt data is 
not used

 for LLM training 
Suggested prompts

Option to access web data

Enterprise Data Protection

Toggle to use M365 data as RAG
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https://learn.microsoft.com/en-us/copilot/microsoft-365/enterprise-data-protection


Copilot Microsoft 365 Web Example
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MICROSOFT 365 COPILOT
Teams

Word

Excel

PowerPoint

Outlook

OneNote

Forms

Whiteboard
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Copilot Microsoft 365 Work Example
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COPILOT PROMPTING . . .
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Prompt Engineering Best Practices

 Know want you want to accomplish
 Clarity / background / context / output format / 

example
 Ask the AI to help you optimize your prompt
 Create a prompt library for consistency
 Appoint a “prompt champion”
 Review / iterate / verify responses
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Copilot Prompt Coach
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Prompt Sources & Libraries

 Prompt examples
 https://copilot.cloud.microsoft/en-us/prompts
 Store prompts within Copilot
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https://copilot.cloud.microsoft/en-us/prompts
https://copilot.cloud.microsoft/en-us/prompts
https://copilot.cloud.microsoft/en-us/prompts


Storing Your Copilot Prompts
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PRACTICAL COPILOT APPLICATIONS FOR CPAs
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Generative AI Applications for CPAs

Research / 
Learning

Communications 
/ Content 

Generation

Data / Document 
Analysis

Workflow 
Automation / 

Personal 
Productivity

Innovation / 
Brainstorming
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Copilot for Outlook

 Compose new email messages
 Compose email replies
 Analyze / summarize email messages
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Copilot for Outlook

Content coaching options
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Analyze Email Communications
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Compose Email Messages
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Copilot for Teams

 Summarize meeting or call data in real time
 Summarize chat conversations for main points, 

action items and decisions
 Summarize data across all Teams data; emails, 

documents, notes, contacts and more
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Copilot for Teams Meetings
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Copilot for Teams Meetings

Shared with explicit permission from the client
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Recap Teams Meetings Example (cont’d)

Shared with explicit permission from the client
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Copilot for Word
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Copilot for Word

 Create first draft of documents
 Rewrite an existing document
 Transform text into table format
 Research from within existing document
 Summarize a document
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Copilot for PowerPoint
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Copilot for PowerPoint

 Create new presentation slide deck w/ images
 Summarize an existing presentation
 Reorganize an existing presentation
 Integrate your company’s branding into a 

presentation
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Copilot for Excel
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Copilot for Excel

 Works only with data formatted as a table
 Maximum spreadsheet size is 2 million cells
 Analyze table data and create complex formulas
 Generate charts and graphs
 Create pivot tables
 Create macros
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Analyze Excel Spreadsheets Example

Only works with data formatted as a table
Sample Prompts:
“Bifurcate the Customer Name”
“Calculate gross margin”
“Create a pivot table to analyze gross profit by product 
category and country”
“Create a pie chart of vest sales by country”
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Copilot for Forms
Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized reproduction prohibited



Copilot for Planner
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Getting Started: 10 Suggestions to Try With Copilot
 Teams: Recap a meeting. Draft an email with notes and action items from [meeting].
 Outlook: get caught up on a long email. Click on the Summarize icon.
 Outlook: personalize an email tone and length. Draft an email to [name] that informs them 

that Project X is delayed two weeks. Make it short and casual in tone.
 Word: end writer’s block. Generate 3 ways to say [detail].
 Word: revise a rough draft. Rewrite with Copilot.
 Copilot: summarize a document. Give me a bulleted list of key point from [file].
 Copilot: topic/project insights and analysis. Tell me what new about [topic] organized by 

emails, chats, and files.
 Copilot: idea generation. Suggest 10 compelling [taglines][ideas][examples] based on file.
 Copilot: research topics. What did [person name] say about [topic].
 Copilot: translate a message. Translate the [following text] [attached document] into 

[language name]
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Copilot Studio

 Microsoft’s new Agentic AI
 Generative AI generates, Agentic AI acts
 Automates actions in your Microsoft ecosystem
 No code, low code and developer editions
 Early in its life cycle
 Stay tuned, It should be a “game changer”
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Preparing Your Firm for Copilot

 Get your Microsoft 365 data governance 
managed – Who has access to what

 Store files in SharePoint and OneDrive
 Use Teams & Channels vs. Chats
 Use Teams Meetings vs. Zoom
 Educate your staff on Generative AI & Copilot
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WRAP-UP
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In Summary

 The Copilot ecosystem adds significant capabilities to 
Microsoft 365 to increase your productivity

 We are in the first generation of Copilot, expect 
substantial advancements

 Most importantly, Copilot protects the security and 
privacy of your company data while it is being used 
with generative AI

 Get started today!
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