Microsoft Copilot Excel Course - All Prompts

Copy & Paste Ready

PHASE 1: AUDIT & UNDERSTAND YOUR DATA
Video 1: How to Audit Excel Spreadsheets with Copilot
Prompt:

Can you audit this dataset and identify any errors, duplicates,
inconsistencies, or missing values?

Video 2: How to Audit Excel Models with Copilot
Prompt:

Can you audit this P&L statement and help me fix all of the formula
errors?

PHASE 2: CLEAN & PREPARE YOUR DATA
Video 3: How to Clean Messy Data with Copilot
Prompt:

Can you clean up this dataset so that it's ready for analysis?

Video 4: How to Merge Multiple Excel Sheets with Copilot
Prompt:

Can you combine all of the monthly sales worksheets in this workbook
into one annual sales table?

PHASE 3: STRUCTURE & ORGANIZE YOUR DATA



Video 5: How to Apply Conditional Formatting with Copilot
Prompt:

Can you add conditional formatting to my data that highlights the
percent to quota green if they are at or above quota, yellow if they
are 80% to quota, and red if they are below 80%?

Video 6: How to Filter & Sort Data with Copilot
Prompt:

Can you filter this dataset to show only Q4 orders and then sort the
revenue from highest to lowest?

Follow-up Prompt:

Can you also exclude any orders that are marked as returned?

Video 7: How to Add Calculated Columns with Copilot
Prompt:

Can you split the Sales Rep — Region column into two separate
columns?

Follow-up Prompt:

Can you also add a column that contains the month name the order was
placed?

Video 8: How to Analyze Text & Extract Sentiment with Copilot
Prompt:

Can you analyze the sentiment of these customer reviews and return
whether each review is Positive, Negative, or Neutral in column D?



PHASE 4: WRITE & FIX FORMULAS
Video 9: How to Write Excel Formulas with Copilot
Prompt:

Can you write a formula in column E that looks up the unit price of
each product on the Price List tab?

Video 10: How to Debug Excel Formulas with Copilot
Prompt:

Why is my XLOOKUP function returning an error in cell C47?

PHASE 5: ANALYZE & VISUALIZE YOUR DATA
Video 11: How to Create Pivot Tables with Copilot
Prompt:

Can you create a Pivot Table on a new sheet with formulas that
summarizes total revenue by sales rep by month?

Video 12: How to Generate Charts with Copilot
Prompt:

Can you visualize this data with a combo chart showing revenue by
region as bars and YOY growth rate as a line?

Follow-up Prompt:

Can you make the 2025 revenue bars red?

Video 13: How to Compare Datasets with Copilot



Prompt:

Can you compare both of these employee directory sheets and identify
any differences in the data?

Video 14: How to Forecast Data with Copilot
Prompt:

Can you analyze this historical sales data and create a forecast
model that forecasts the next 12 months of revenue taking into
account any trends or seasonality patterns?

Video 15: How to Create Excel Dashboards with Copilot
Prompt:

Can you analyze this sales data and add a dynamic dashboard worksheet
that visualizes key trends and insights?
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