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Generating value through Microsoft 365 Copilot
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Potential benefits Day in the life

Use case by department

Copilot can simplify the Implementing Copilot can have See how reallife employees
everyday tasks performed by numerous benefits, including are using Copilot in their
employees and volunteers. saving time, increasing the day-to-day, across different
Look at key use cases and how guality of presentations, and departments.
Copilot can be your Al assistant summarizing documentation.

along the way.
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Introduction




Empowering growth: Embracing Al trends

Empl oyees ar e

64%
Employees lack time and More likely to struggle with
energy to do their job strategic thinking
70% 60%
Employees willing to Of leaders say a lack of
delegate work to Al innovation is a concern

Source: 2023 Work Trends Index




The background and vision

Employees across the world today are facing an unseen challenger
at work in that the pace of their work has accelerated far faster
than they can keep up with, and this is costing their organizations
valuable time that could be better spent innovating.

There is a growing concern among both employees and employers about how
maximizing their productivity often leaves them with little time for more creative
and innovative wor k.o

Y- Facilitate the meaningful adoption of
There is a large number of professionals in the workforce today who are looking COpllOt Wlthln the nonprOflt SeCtor’
forwardtothenextgener at i on of Al hel ping | if and empower the sector and |tS
Employees are willing to embrace responsible Al in every aspect employe_e_s to carry out their missions
of their work: more efficiently, at an agile pace, and

£33 m @ with potentially hig

Admin tasks Analytical work Creative work

Q >

Finding information Summarizing meetings Planning their day
and answers and action items

Source: 2023 Work Trends Index
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Nonprofit use cases and
a day in the life views




Foundational Microsoft 365 Copilot use cases: Sustaining
relevance in the nonprofit sector

@i
Recap a meeting

Let Copilot keep track of key
topics and action items so you
can stay focused during the
meeting and avoid listening to
the recording after.

> Draft an email with notes and action
items from meeting.

o

Give me some ideas for

Boost your creativity with ideas
for your work such as agendas,
product names, social media
posts, etc.

> Suggest 10 compelling taglines based
on file.

Draft email

Summarize an email

thread Personalize the tone and
Get quickly caught up to a length.

long, complex email thread.

Draft an email to [name] that informs
©P them that [Project X] is delayed two
weeks. Make it short and casual in tone.

o % o

éWhat did they

When you vaguely remember
someone mentioning a topic,
have Copilot do the research.

o9 Click on the Summarize icon.

Hel p me write

Jumpstart creativity and write
and edit like a professional by
getting a first draft in seconds.

> What did [Person X] say about

©P Generate three ways to say [X]. [Topic X]?

9

Summarize a document

Get right down to business by
summarizing long documents
and focusing on the relevant
sections.

> Give me a bulleted list of key points
from /[file X].

When youdve got
of an idea, turn it into usable
text and then vary the length
and tone.

sReyise #his content

>P Rewrite with Copilot.

g

Tell me about a
topic/project

Provide insights and analysis
from across multiple sources to
get up to speed quickly.

S Tel | me whatd6s new about
organized by emails, chats, and files?

Transform from Word to

PowerPoint

a rough draft

When you want to summarize

the information from a Word

document into a PowerPoint
presentation.

g

P Create presentation from/[file X].
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Using Microsoft 365 Copilot in marketing

@

Goals and
challenges

Copilot can

assist with ...

Marketing
roles

Goals: Increasing awareness about nonprofit cause and objectives;
expanding donor base; engaging communities through promotion,
outreach, and events; and developing links with partner
organizations and supporters.

Challenges: Limited resources, including time, budget, and staff, can

pose challenges in measuring market:i

mission. Balancing effective communication with supporters and
volunteers while adhering to regulations.

A Research: Identify trends and segments
A Create: Draft and develop a campaign

A Promote: Share and mobilize

A Research: Identify key metrics to monitor

A Promote: Monitor campaign impact through social media
content analysis

A Analyze: Make data insights accessible to nonprofit users who
are non-data experts

CO@ Chief Marketing Officer Communications Manager
. . Director of Policy
() ,
@ Director of Marketing <®  Advocacy, and Campaigns
@ Marketing Manager PR Manager

‘@
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Identify trends
and segments

ngos | mpac

Draft and develop
a campaign

Share and
mobilize

Identify key

metrics to monitor

Monitor campaign

impact through
social media

content analysis

Make data insights

accessible to

nonprofit users
who are non -data

experts

Accelerate growth

Copilot use cases and potential benefits

Analyzingt he t arget demographic6s
inform program development and service impact. Identifying
orospeagtiveadongrs, iegenus sourges, and partners.

Defining new project goals and audience engagement
strategies. Pinpointing promotional opportunities, partnerships
for increased impact, and crafting the creative direction in
collaboration.

Leveraging platforms to broadcast campaign messages and
reach target demographics. Harnessing social media, outreach,
and branding to amplify impact and drive engagement.

Identifying key metrics to monitor is important to gauge
success, refine strategies, and allocate resources efficiently.

Monitoring campaign impact through social media content
analysis is crucial for understanding audience engagement,
optimizing messaging, and driving strategic decisions.

Ensuring that individuals without expertise in data can easily
understand and utilize insights is crucial for informed decision-
making and organizational effectiveness.

{:’) Cost savings and avoidance ‘ Donor attraction

need



|dentify trends and segments

Identifying trends and segments is crucial for a marketing department as it enables targeted
strategies that resonate with specific audiences and capitalize on emerging market opportunities.

Benefits of using Copilot to help identify trends and segments

Improve decision -making

A Data-driven decision-making by analyzing large volumes of data on potential donors and
recipients.

A Staying on top of social/market trends and opportunities for analyzing public sentiment.

A Enhanced understanding of target demographics/segments facilitates fast-paced and tailored
communication.

é) Roles

A Chief Marketing Officer
A Director of Marketing
A Marketing Manager

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Share and mobilize

Sharing and mobilizing information is essential for fostering collaboration, ensuring alignment on
goals, and swiftly executing campaigns that drive growth and stakeholder engagement.

Benefits of using Copilot to share and mobilize

Improve analysis

A Processing and analyzing samples of data
from social media to inform campaign
progress in real time and aid data-driven
decision-making.

Maximizing reach

A Efficient and effective communications
tailored to segment needs.

AMaximizing o0shareabil it
impact and reach into communities.

Roles

S

A Chief Marketing Officer
A Director of Marketing
A Marketing Manager

A Content Creator

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
Ayl\’/h%rosfofg Copjlot

i ng

greater




Draft and develop a campaign

é) Roles

A Chief Marketing Officer
A Director of Marketing
A Marketing Manager

A Content Creator

Drafting and developing a campaign is fundamental for a marketing department to articulate a
cohesive message, engage effectively with stakeholders, and achieve strategic business objectives.

Benefits of using Copilot to draft and develop a campaign

Improve brand recognition Support development
A chk!y draft d!fferent versions of copy and A Support collaporatlon within and between A Microsoft 365 Copilot
branding/creative assets. teams, and with external partners. A Mi _
A Support regeneration and integration of A Explore and develop strategic marketing Microsoft Copilot

<>¢ Microsoft Al solutions

branding. plans and campaigns.




|dentify key metrics to monitor

é) Roles

A Chief Marketing Officer
A Director of Marketing
A Marketing Manager

A Content Creator

Tracking key metrics enables informed decisionrmaking and strategy optimization for marketing
effectiveness.

Benefits of using Copilot to identify key metrics to monitor

<>¢ Microsoft Al solutions

Data-driven insights Strategy refinement
A Unpover tren_ds from marketing data to A Tailor _market_lng strategies based on A Microsoft 365 Copilot
guide campaign adjustments. analytical evidence for better outcomes. A Mi _
A Measure performance against objectives to A Optimize resource allocation by focusing on Microsoft Copilot

identify areas for improvement. high-impact metrics.




Monitor campaign impact through social media content
analysis

éj Roles

A Chief Marketing Officer
A Director of Marketing
A Marketing Manager

A Content Creator

Monitoring campaign impact via social media content analysis provides insights into audience
engagement and helps tailor future marketing efforts for better resonance.

Benefits of using Copilot to monitor campaign impact through social media

content analysi s

<>¢ Microsoft Al solutions

Engagement analysis Content optimization
A Examine audience interaction samples to A Refine messaging based on audience A Microsoft 365 Copilot
gauge campaign resonance and response to increase relevance. A Microsoft Copilot
effectiveness.

A Adjust content strategy to boost visibility
A Identify which social media posts generate and engagement rates.
the most user activity.




Make data insights accessible to nonprofit users who are

non-data experts

Making data insights accessible to non-experts democratizes information, fostering informed
decisions across the organization without technical barriers.

Benefits of using Copilot to make data insights accessible to nonprofit users who

arenon-data experts?)

Simplifies complexity
A Enables quick comprehension of analytics
through user-friendly interfaces.

Broadens understanding

A Empowers all team members to make
data-informed decisions.

A Facilitates knowledge sharing across
departments, enhancing collaborative
efforts.

éj Roles

A Chief Marketing Officer
A Director of Marketing
A Marketing Manager

A Content Creator

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Marketing | Identify trends and segments

Potential benefits [ Save time Improve presentation quality Avoid simple tasks ]

Discover market research Learn about your audience

Draft research brief
Prompt Microsoft 365 Copilot in Word to create draft briefs Copilot can observe sector trends by reviewing Analyze data from donor-provided information and
based upon existing content. competitorsd online activiti es, domafioha@amounts/gegulariyltouesptoie eelatioreships h mar k s
for enhancing community outreach and supporter between segments and giving patterns.
involvement.
m Microsoft 365 Copilot in Word o Microsoft 365 Copilot in Edge o Microsoft 365 Copilot
Draft brief for upcoming research, summarize documents Analyze online activities of similar nonprofits to Analyze data in our existing donor base, focusing on
and content. summarize their engagement strategies and marketing relationships between demographics and giving patterns.
approaches.
Copilot can summarize and draft documents based on
multiple files. Tailor prompts according to business need.

Discover market trends and generate visual Identify themes

insights

Summarize interviews

Use Copilot to record findings from research interviews by Accelerate analysis by prompting Microsoft 365 Copilot in

Use Copilot to generate data insights and provide clear

visualizations. Word to identify key themes in your interview data.

providing and summarizing transcripts.

Microsoft 365 Copilot in Excel $ Microsoft 365 Copilot in Microsoft Teams l!’ Microsoft 365 Copilot in Word

Paste Microsoft Teams summaries into a Word document

Show data insights in Microsoft 365 Copilot in Excel. Summarize interview transcripts.
and prompt Copilot to show you themes.

Create a pie chart of existing donor age breakdown.
Ask Copilot to highlight responses that contain

references to specific key information.

Themes can be revised in Copilot according to research
requirements.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/copilot-teams
https://www.microsoft.com/en-us/bing/chat/enterprise/?form=MA13FV

Marketing | Draft and develop a campaign

Potential benefits [ Save time Improve presentation quality Avoid simple tasks ]
Discover opportunities Widen reach Execute your campaign
Use the Edge sidebar prompt to search for new Create versions of slides to appeal to different audience Create tailored messages to each of your communication
opportunities. segments. channels to drive engagement.
e Microsoft 365 Copilot in Edge I’ Microsoft 365 Copilot in PowerPoint 0 Microsoft 365 Copilot
Identify effective promotional opportunities and potential Try a new design. Create a series of social media posts based on existing

partnerships within the area of# campaign documents, tailored to audience segments.

Copilot can change the theme and offer multiple

Copilot can browse the internet and provide options
suggestions consistent with organization values.

Create a campaign emalil Adapt in real time Review and reflect
Start in a new email, prompt Copilot in Outlook. Evaluate reception to campaign and prompt Copilot to Analyze data on campaign impact and compare against
revise messaging according to relevant developments. KPIs.
[’ Microsoft 365 Copilot in Outlook Q Microsoft 365 Copilot Microsoft 365 Copilot in Excel
Draft emails including campaign taglines and key Revisethese social media posts to incorporate new Show all data insights.
information. devel opments in the area, inclusdi~~=*a
- o Copilot can prioritize insights aligned with
Add specific tone requests to reflect existing response organizational objectives, e.g., by adding mission

to campaign, e.g., gratitude for donor generosity. statement information to the prompt.



https://www.microsoft.com/en-us/bing/chat/enterprise/?form=MA13FV
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Marketing | Share and mobilize

Potential benefits [ Save time Improve presentation quality Avoid simple tasks ]
Strategize Brainstorm Enhance collaboration
Leverage insights to draft a strategy document for brand Use Microsoft 365 Copilot in Word to jumpstart Use Microsoft 365 Copilot in Microsoft Teams to
awareness using Microsoft 365 Copilot in Word. brainstorming ideas, leverage the draft marketing plan in summarize key meetings, identify most frequent questions,
the ideation. and action items.
Microsoft 365 Copilot in Word m Microsoft 365 Copilot in Word ¢ Microsoft 36 Copilot in Microsoft Teams
Draft three versions of a brand awareness document Based on this draft marketing plan, suggest creative ways Extract action items from this meeting.

based upon the branding found itaintoddiceaur deiv nagpadyote poténtial donors, for

team discussion.
Copilot can record decisions and allocate action items

Specify options that have already been tried to to specific individuals.
generate new ideas.

Copilot can produce various draft documents, which
allows the user to use the desired draft.

Whiteboard ideas Generate ideas Create materials
Use Microsoft 365 Copilot in Whiteboard to brainstorm Use the Al language model to generate tagline ideas for Create a pitch deck for the campaign from existing
ideas around the assets needed for the campaign. the campaign. documents.
Microsoft 365 Copilot in Whiteboard a Microsoft 365 Copilot l’ Microsoft 365 Copilot in PowerPoint
Suggest a list of assets required for a new campaign Generate a selection of suggested taglines using existing Generate a pitch deck for the campaign from the .
launch for a nonprofit. campaign documents. I'ITChildrends Rights Campaign 2024
Copilot can break down the process into specific Revise for content and tone, e Specifythenumber ofslidesand whatinformation the
suggested steps. options with more humor. 6 deck should contain, including notes.



https://support.microsoft.com/en-us/copilot-teams
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Marketing | Identify key metrics to monitor

Potential benefits [ Improve accuracy Data-led decision-making Maximize impact ]

Receive tailored suggestions Automated data analysis Marketing campaign optimization

Input your mission plan and goals into Copilot and ask it Feed Copilot data from various sources (e.g., social media Share results of different campaigns with Copilot,

to suggest relevant metrics to track progress towards analytics, website traffic, email campaign statistics) and ask leveraging its analytical precision to interpret outcomes

those goals. it to generate reports highlighting insights and key trends and guide enhancing future initiatives for improved

to monitor. engagement and conversion rates.

0 Microsoft 365 Copilot e Microsoft 365 Copilot in Edge Microsoft 365 Copilot in Excel

Our organizational mission is outlined in the/[Our Analyze the provided data from this Excel file /[ Website Perform regression analysis on /[Campaign Outcome Data

Objectives] document; suggest relevant quantitative and Traffic May 2024], to generate a report showcasing key 2023] to understand relationship between conversion rates

qualitative metrics that we should monitor to track our insights to monitor. and other variables.

impact and outreach effectively.
Data insights can be provided in various formats if
specifically requested., e.g.|, Oprovi
outlining key recommendati ons|. 0

s
J



https://support.microsoft.com/en-us/copilot-excel
https://www.microsoft.com/en-us/bing/chat/enterprise/?form=MA13FV
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Marketing | Monitor campaign impact through social media
content analysis

Potential benefits [ Objectively assess impact Deeper understanding of effectiveness Inform data -driven decisions ]

Sentiment analysis

Reporting and visualization Content categorization

Use Copilot natural language processing to assess the

theme to understand which aspects of the campaign are sentiment of social media posts and comments related to
the campaign, determining whether the response is

Copilot can generate reports and visualizations that make it Use Copilot to categorize social media posts by topic or
easier to understand social media analytics. These reports

can be shared with stakeholders to demonstrate the driving the most conversation.

campaignds i mpact. positive, negative, or neutral.

Microsoft 365 Copilot in Excel m Microsoft 365 Copilot in Word I!’ Microsoft 365 Copilot in Word

Create a visual report of social media analytics data Group social media posts included in this Word document Analyze sentiment of campaign-related social media posts
collected in this Excel file by the marketing team for the by theme to show key overarching areas of discussion. included in this Word document, categorizing them as

campaign to present impact to stakeholders. positive, negative, or neutral.

Have Copilot suggest key illustrative quotes for each

Provide a report of collected or downloaded data for
sentiment category.

Copilot to analyze.



https://support.microsoft.com/en-us/copilot-excel

Marketing | Make data insights accessible to nonprofit users

who are non -data experts

Empower staff Make data-driven decisions

Potential benefits [

Enhance campaign effectiveness ]

Simplified reporting Natural language queries

Enable users to ask questions in plain language and receive
data-driven answers, making the process of extracting
insights from data more intuitive.

Microsoft 365 Copilot in Excel

Copilot can generate easyto-understand reports and
visualizations, translating complex data into clear insights
for non-data expert nonprofit users.

| Microsoft 365 Copilot in Power Bl
Compare the «convCarnspiaoing nr akoée

0Campaign B6 and deter mine
significant difference in their performance.

Create a user-friendly report from provided data file
summarizing key data insights with visual aids for easy
interpretation by staff without data expertise.

Automated analysis recommendations

Provide automated insights into key performance
indicators and trends, helping users focus on the most
relevant data without needing deep analytical skills.

Microsoft 365 Copilot in Excel

sa nodf Highlight essential performance indicators and emerging
i f ttrerds feom bus data to guide ion sldta egpart nonprofit
users in decision-making.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

A day in the life of a Digital Marketing Lead

Before meeting with his team to discuss an Daichi leverages Copilot to define broader
ongoing campaign, Dai c hperformaneeametis fprifuhdoaisifigsand
natural language processing to assess the marketing, not limited to financial data,
sentiment of social media posts and ensuring alignment with mission.

8:30 AM 10:00 AM

8:00 AM

Daichi meets with his team to plan a new
social media campaign based on data
insights. Copilot generates ideas to
brainstorm that are consistent with the

comments related to the campaign. organi zationds values.
& ( Y O ) \
Analyze sentiment of campaign -related List key non-financial metrics for nonprofit Brainstorm campaign concepts utilizing
social media posts included in this Word fundraising and marketing to track impact and insights from donor behavior and aligning
document, categorizing them as positive, engagement. with the values and objectives outlined in the
negative, or neutral. /[Our Values] document.
Vo O B> 7 B Y O B
g J . J . J
e 11:00 AM (&9~  2:00PM (9~  4:00PM

Daichi works across multiple areas and has
limited time for technical training. He uses

Daichi consults Copilot for some insights into
potential reasons for the success of two

Daichi is not a data expert, so he uses Copilot
to make data insights accessible to himself

and his team. previous strategies to inform future decisions. Copilot to summarize technical guidance and
maximize his data literacy.
’I 4 ) a 4 ) m ( )
Show all data insights. Analyze and summarize key factors behind Extract key concepts and capture case

the success of the past two strategies

studies relevant to nonprofits from these

<>¢ @ > included in this document to inform future technical guidance documents.
|8 J decision-making.
4 )
Prompt can be adapted to any specific data
insight needs, e.g.,show data insights from 1 11 1011
negh Peec & P B & P B Daichiis a Digital
\ J \ J \ J Marketing Lead



https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
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Using Microsoft 365 Copilot in fundraising

@

Goals and
challenges

Copilot can
assist with ...

Fundraising
roles

Goals: Expand donor base and increase social media presence to

attract more funding. Fostering donor relationships with current and

new donors, improve fundraising campaign effectiveness, and
leveraging technology for efficient operations.

Challenges: Expanding the donor base and enhancing social media

visibility in a crowded landscape. Ensuring the establishment of

consistent funding streams, given the complexities involved in grant

applications and reporting.

A Grant management: Grant writing proposal

A Grant management: Grant tracking and reporting

A Donor management: Donor recognition

A Donor management: Network expansion

A Donor management: Donor campaign planning and design

A Fundraising strategy and communications: Predictive analysis
for increased donations

A Fundraising strategy and communications: Analyze donor
datasets for optimum donation value request

A Donor management: Data-led insights into crafting donor
experiences

Grant Manager

CO@ Major Gifts Officer

5 Chief Philanthropy O

®  Officer cw Director of Development

Microsoft Copilot use cases and potential benefits

4

R

&
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Grant writing
proposal

Grant tracking and
reporting

Donor recognition

Network expansion

Donor campaign
planning and
design

Predictive analysis for

increased donations

Analyze donor
datasets for optimum

donation value
reguest

Data-led insights into

crafting donor
experiences

@ Increased donations

For fundraisers, a strong grant proposal is essential, aligning goals with
the grantor's mission for securing substantial funding.

Nonprofits monitor grants and report outcomes to adhere to
guidelines, show results, build trust, and secure future funding.

Donor recognition tactics thank supporters, fostering engagement and
sustaining their commitment to objectives.

Expanding donor networks is key for growth and support. Social media
and events help build partnerships to broaden a cause.

Campaign planning involves crafting compelling narratives and visuals
to increase donations and support for our cause.

Analyzing data informs optimal timing and targets for fundraising,
enhancing earnings and attracting new or larger donations.

Analyzing donor datasets to determine the ideal donation request is
important for maximizing fundraising potential and respecting donor
capacity.

Utilizing data-driven insights to shape donor experiences is crucial for
building lasting relationships and enhancing donor satisfaction and
loyalty.

@ Effective insights @ Grant process efficiency



Grant writing proposal

Grant writing proposals are essential for obtaining financial support, enabling organizations to
execute impactful projects and sustain their operations.

Benefits of using Copilot to help grant proposal writing

Streamlined proposal process Strategic insight enhancement
A Automation of data aggregation and A The ability to analyze previous successful
formatting accelerates proposal creation, grants to offer insights on effective
increasing overall efficiency in grant writing. structuring and content strategies for new

proposals.

é) Roles

A Major Gifts Officer

A Director of Development
A Grant Manager

A Chief Philanthropy Officer

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Grant tracking and reporting

é) Roles

A Major Gifts Officer

A Director of Development
A Grant Manager

A Chief Philanthropy Officer

Grant tracking and reporting ensure transparency, measure progress, and demonstrate accountability
to funders, which is essential for maintaining trust and securing future funding.

Benefits of using Copilot to help grant tracking and reporting

<>¢ Microsoft Al solutions

Efficiency and clarity boost Proactive status tracking
A _Streamllne grant tra_ck|r!g, unlock |nS|gh_ts A Prowc_les real-tlme updgt_es on grqnt status, A Microsoft 365 Copilot
into successful applications, and save time to enabling proactive decision-making. _ _
support future funding. A Microsoft Copilot

A Enhances transparency and accountability
through regular reporting, while saving time
creating the reports.




Donor recognition

é) Roles

A Major Gifts Officer
\ : - A Director of Development
R e, - F - A Grant Manager

o _ o _ A Chief Philanthropy Officer
Donor recognition is important because it acknowledges contributions, fosters ongoing support, and
strengthens relationships with benefactors who are vital to an organizati ondc

Benefits of using Copilot to help donor recognition
) » ) <>¢ Microsoft Al solutions
Retention through recognition Personalized donor outreach
A E.nhan.ced efficiency in recognizing donors, A Foster strong relationships with additional A Microsoft 365 Copilot
aids with donor retention. communication features. A Mi _
A Personalized communication with donors A Save time when visually appealing Microsoft Copilot

can be created. recognition materials can be generated.




Network expansion

é) Roles

A Major Gifts Officer
A Director of Development
A Grant Manager

. . . _ A Chief Philanthropy Officer
Net work expansion is important because it broadens an organizat

opportunities for collaboration, and enhances its ability to achieve its mission.

Benefits of using Copilot to help network expansion

Brand awareness efficiency Communication enhancement
A More efficient meth f brand awaren A Improv mmunication with networkin , ,
ore efficie e ods_o brand awareness proved co unicatio etworking A Microsoft 365 Copilot
can attract more attention and support from prospects and assistance when writing

<>¢ Microsoft Al solutions

individuals or organizations. emails. A Microsoft Copilot




Donor campaign planning and design
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Donor campaign planning and design are crucial for effectively communicating an organization's
cause, engaging potential supporters, and maximizing fundraising efforts.

Benefits of using Copilot to help donor campaign planning and design

Engagement and efficiency Brand identity enhancement
A Enhances efficiency in outreach strategies, A Strengthens brand identity through cohesive
saving time and resources. design elements.

A Increase donor engagement through
compelling narratives.

é) Roles

A Major Gifts Officer

A Director of Development
A Grant Manager

A Chief Philanthropy Officer

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Predictive analysis for increased donations

Predictive analysis for increased donations is vital as it helps organizations anticipate giving trends,
tailor fundraising strategies, and optimize donor engagement for better financial outcomes.

Benefits of using Copilot to help predictive analysis for increased donations

Conversion maximization Optimized campaign timing
A The efficiency efforts are increased, leading A Timing campaigns effectively can increase
to potential higher conversion rates and a donor response rates, and the total amount
more cost-effective allocation of marketing of donations received.
resources.

A Helps predict donor behavior for more
effective fundraising strategies.

é) Roles

A Major Gifts Officer

A Director of Development
A Grant Manager

A Chief Philanthropy Officer

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Analyze donor datasets for optimum donation value request

é) Roles

A Major Gifts Officer

A Director of Development
A Grant Manager

A Chief Philanthropy Officer

Analyzing donor datasets for optimum value requests maximizes fundraising efficiency by aligning
donation appeals with individual donor capacity and inclination.

Benefits of using Copilot to help analyze donor datasets for optimum value

request for donations

<>¢ Microsoft Al solutions
Maximizes donations
A Maximize potential donation amount by suggesting an appropriate amount. A Microsoft 365 Copilot

A Identifies donation patterns to set realistic and achievable fundraising targets. A Microsoft Copilot




Data-led insights into crafting donor experiences
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Data-led insights enable the crafting of personalized donor experiences, enhancing satisfaction, and
fostering long -term supporter relationships.

Benefits of using Copilot to help data -led insights into crafting donor

experiences

Personalized engagement Donor retention
A Designs unique donor journeys based on A Encourages long-term support by aligning
individual giving history and preferences. experiences with donor expectations.

A Enhances donor satisfaction with customized
acknowledgments and updates.

é) Roles

A Major Gifts Officer

A Director of Development
A Grant Manager

A Chief Philanthropy Officer

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Fundraising | Grant proposal writing

Improve quality and presentation Avoid simple tasks ]

Potential benefits [ Improve understanding

Market research Analyze datasets for key insights

Create first draft proposal

Show insights from the data which you have gathered to

Prompt Microsoft 365 Copilot in Word to create draft briefs Use Al to search and compile financial trends from

based upon specific criteria. successful grant proposals and funder preferences to understand the data better.
inform and enhance your grant application strategy.
Microsoft 365 Copilot in Word e Microsoft 365 Copilot in Edge Microsoft 365 Copilot in Excel
Write a three -page grant proposal, adopt the tone of a Search and summarize key financial elements from Show data insights on the/[Grant Approval] spreadsheet.
short timeline for funding approval. The content should successful grant proposals and funder reports to guide our
outlineé grant application financial strategy. Data insights could be in tabular or graph form, if

specifically requested.

Have Copilot browse the internet and research key
areas of interest.



https://support.microsoft.com/en-us/copilot-excel
https://www.microsoft.com/en-us/bing/chat/enterprise/?form=MA13FV

Fundraising | Grant tracking and reporting

Potential benefits [ Save time Improve data quality Avoid simple tasks ]

Automate data entry and identify outliers Generate reports Standardized grantee report forms

Copilot can automate data entry and remove any data that Create reports in Power Bl to see your report request Use Microsoft 365 Copilot in Word to create standardized
will change results. visually. template for grantees to supply information in an easy -to
assess format.
o Microsoft 365 Copilot ] Microsoft 365 Copilot in Power Bl ﬁ Microsoft 365 Copilot in Microsoft Teams
Create a script to auto -populate Excel with grant data from Generate a report that shows me the number of successful Generate a template to assist grantees returning a
CSVs and highlight entries that could skew our grant grant applications. progress update on the usage of a grant. Include sections
tracking results. ) o ) for grantee information, financials, project progress,
Microsoft 365 Copilot in Power Bl can generate various outcomes, challenges, future plans, and supporting
reports and visuals based on the request of the user. documentation.



https://support.microsoft.com/en-us/copilot-teams
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Fundraising | Donor recognition

Potential benefits [ Save time Improve understanding Accelerate expressing gratitude to donors ]

Analyze data to gain insights Draft tailored emails Social media recognition

Analyze donor data to gain insights for who has donated. Starting in a new email, prompt Microsoft 365 Copilot in Use Copilot to generate thank you posts at each
Outlook to draft the email to a specific contact, including fundraising milestone, recognizing individual major donors.
any key points.

Microsoft 365 Copilot in Excel [’ Microsoft 365 Copilot in Outlook o Microsoft 365 Copilot

Create a table showing me the names of who donated, Draft a tailored email for our donor, inviting them to an Generate thank you posts for various social media

with the total amount and date of donation. upcoming fundraising event and highlighting the impact of platforms to thank donors. I ndli vi dual |
their previous contribution. name], to thank them for their generous donation.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Fundraising | Network expansion

Save time Improve quality and presentation

Potential benefits [

Improve understanding ]

Discover opportunities Draft compelling emails

Draft a well scripted email to create a new partnership

Discover potential donors or partners.
proposal.

o Microsoft 365 Copilot [’ Microsoft 365 Copilot in Outlook

Compose an email proposing a partnership with [potential
partnerds name] including
our mutual goals align and the potential benefits of our

t dolboratmm Pse thé infdrndason Ipeiows ts guinlen
contenté

Find potential donors or partners who align with our
mission, outlined in /[Mission] document.

You can provide Copilot with
and ask it to scan the internet for potential donors or
partners to match.

Create first draft document

Prompt Microsoft 365 Copilot in Word, include important
information or tone of the text.

I!' Microsoft 365 Copilot in Word

Create a comprehensive donor information pack,

p o s s i dethileng durumisslian rthg jimpactwftolr waerk, ang how o w
donations are utilized. Use the /[Key information]
document for required information.



https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Fundraising | Donor campaign planning and design

Potential benefits [ Save time Improve data quality and insights Avoid simple tasks ]

Draft content for a donor campaign Analyze data to gain insights Design a donor campaign presentation

Prompt Microsoft 365 Copilot in Word to create draft briefs Identify trends in the data to view the preferences of Use Microsoft 365 Copilot to create a draft PowerPoint
based upon certain criteria. previous significant donors. presentation which will be the foundation of a new
campaign.
Microsoft 365 Copilot in Word Microsoft 365 Copilot in Excel m Microsoft 365 Copilot in PowerPoint
Create a donor campaign, aimed at raising funds to build Generate a list of donors, who donated above $50,000 Create a draft presentation for our new donor campaign
sustainable housing for families in need. Make it engaging last year. OEducation for all,é6 including|l slides
for our audience and include public recognition for our overview, fundraising goals, potential impacts, and ways for
significant donors, detailed in /[Significant Donors]. Copilot can identify various trends within a donors to contribute. Base this on the /[Education for all

specified dataset and produce tailored insights to the Campaign overview] document.
userds needs.



https://support.microsoft.com/en-us/copilot-excel

Fundraising | Predictive analysis for increased donations

Potential benefits [ Save time

Improve data quality

Avoid simple tasks ]

Analyze and forecast trends

Analyze donation trends and forecast the best times to
approach donors.

Microsoft 365 Copilot in Excel

Analyze the dataset for donation amounts over time,
forecasting when the best times are to approach donors
over the next three months.

Create visual insights

Visualize the donation amounts and generate a potential
donation amount.

Microsoft 365 Copilot in Excel

Generate a line graph for donation amounts over time and
generate a potential donation amount from [Client A],
which would maximize the potential donation made.

Create draft emails

Draft tailored emails to potential donors.

[’ Microsoft 365 Copilot in Outlook

Generateanemailwhi ch will be sent to
name], outlining the new campaign and including the

benefits of the campaign and benefits for the donor. Base

this on the information bel owé

[ potent


https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

Fundraising | Analyze donor datasets for optimum donation

value request

Potential benefits [ Enable precise request tailoring

Data-driven decision -making

Boost fundraising J

Donor segmentation

Analyze donor datasets to segment donors based on their
giving history, frequency, and amount, helping to tailor
donation requests for optimal value.

Microsoft 365 Copilot in Excel

Analyze the giving patterns in our donor database to
segment donors effectively and customize our donation
requests for better results.

Predictive donation modelling

Predict future giving patterns and suggest the ideal
donation request amounts based on past donor behavior
and demographic data.

Microsoft 365 Copilot in Excel

Use historical donor data to model and predict optimal
donation amounts, to enhance the effectiveness of our
fundraising efforts.

Lifetime value analysis

Employ Copilot to calculate the lifetime value of donors,
identifying the most valuable supporters and determining
appropriate ask levels for each segment.

Microsoft 365 Copilot in Excel

Calculate the lifetime value of our donors from the
dataset to inform strategic donation request levels and
maximize overall fundraising potential.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

Fundraising | Data-led insights into crafting donor

experiences

Enhanced donor retention

Potential benefits [

Increased donation rates

Personalized and satisfying donor experiences J

Opportunities for donor appreciation

Identify opportunities for demonstrating donor

appreciation by analyzing contribution levels and
engagement. Personalized recognition can enhance donor
relationships and loyalty.

Microsoft 365 Copilot in Excel

Analyze donation data to identify appropriate tiers and
suggest personalized recognition tiers for each level, such
as bronze, silver, gold, and platinum donors.

Analyze engagement data

Leverage Copilot to dissect and compare donor
engagement data, identifying the most impactful
experiences and touchpoints that correlate with higher
donation retention and frequency.

Microsoft 365 Copilot in Excel

Analyze donor engagement metrics to identify key
experiences and interactions that significantly boost
donation frequency and donor retention.

Personalization

If data shows that personalized experiences lead to higher
donations, Copilot can help craft further individualized

experiences that
contributions, interests, and the impact of their support.

9 Microsoft 365 Copilot

Suggest gift or special event ideas based on an Excel file,/
[ Donor I nformation], which
with the organization and demographic information.

acknowl edge e

det

ach

ail s

don

do



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

A day in the life of the Head of Strateqgy

---------------- 8:00 AM ()~  830AM ()~ 10:00 AM
John uses Copilot to obtain market-research John uses Copilot to analyze donor datasets Copilot accelerates catching up on emails for
insights for donor behavior within the sector and determine an optimum value to request John by summarizing email threads and
by segment, based on reports received. from a donation. preparing draft responses and updates to
donors.

o ( \ E( - \ &( Y <
Summarize latest three reports with a focus Create a scatter plot of donation amounts Generate a brief thank -you email template

on donor behavior by segment. Highlight key against donor age. for donors that can be personalized with their
paragraphs or figures. & name, donation amount, and preferred cause.
L > @ E) The tone should be warm and appreciative.
( )
Any available graph can be created if the data
P O B exists in the Excel spreadsheet. P D B>
\. J . J & J
e 11:00 AM (&9~  2:00PM (9~  4:00PM
John meets with his team to share insights John is interested in establishing international Having found a suitable international
and uses Copilot to help brainstorm how to donor links. He uses Copilot to assist with partnership opportunity, John uses Copilot to
craft personalized, satisfying donor research and investigate suitable partners. update a proposition pitch.
experiences that underscore the tangible
impact of their support.
o Y O Y\ @ )
Identify and outline action steps to Identify potential partnerships and effective Add additional slide based on the new
implement personalized engagement tactics network opportunities aligning with the potential partnershipj|details outlined
that enhance donor satisfaction and visibly values outlined in o60dr Val
demonstrate the impact of their contributions.
\<>¢ 2, ;) \<>¢ . >, \<>¢ Y, >J John is Head of Strategy



https://support.microsoft.com/en-us/copilot-excel
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https://support.microsoft.com/en-us/copilot-powerpoint

Data Management 4




Using Microsoft 365 Copilot in data management

@

Goals and
challenges

Copilot can
assist with ...

Data
Management
roles

Goals: Efficiently capture, securely store, and effectively analyze

data to enhance decision-making, demonstrate accountability to

stakeholders, support fundraising efforts, and ultimately further the
and i mpact.

organizationds mission

Challenges: Limited resources including budget, time, and staff;
data security concerns; and the complexity of integrating data
sources to form a cohesive and actionable understanding of
operations and impact.

A Data collection: Quality assurance

A Data reporting: Report creation

A Database management: Security and governance

A Data analysis: Insightdriven decision-making

A Data collection: Summarize and share results

A Data collection: Identifying co-financing opportunities

A Data analysis: Facilitate data interaction and literacy for non
specialists

@ Data Administrator 8@; Director of Operations
< IT Lead @ Data Architect

% Business Analyst 85 Security Specialist

Microsoft Copilot use cases and potential benefits

£0

i

Quality

assurance

Report creation

Security and
governance

Insight -driven
decision-making

Summarize and
share results

Identifying
co-financing.
opportunities and
matches

Facilitate data
interaction and
literacy for

non-specialists

Improve data quality

Developing e-forms to standardize inputs and auditing data for
quality, including outlier and range anomaly detection.

Enhance report generation with custom templates to cut
manual work, boost efficiency, and speed up reporting.

Advise on data security best practices and aid in developing
governance frameworks for data accuracy, privacy, and
compliance.

Streamlining data analysis, crafting structured narratives, and
visualization recommendations are key for insight-driven
decisions.

Evaluating campaign success, highlighting achievements, and
detailing donation impacts and resource allocation.

Identifying co -financing opportunities and matches is essential
for leveraging additional funding sources and maximizing the
impact of investment portfolios.

The importance of data interaction and data literacy through
accessible query prompts is to empower all team members to
make data-driven decisions, regardless of their technical
background.

@ Cost savings and avoidance a Keep data secure



Quality assurance

é) Roles

A Data Administrator
A BusinessAnalyst
A IT Lead

A Data Architect

Data quality assurance is vital to ensure accuracy, reliability, and integrity of data, which forms the
foundation for informed decision -making and operational excellence.

Benefits of using Copilot for quality assurance

_ <>¢ Microsoft Al solutions
Improve data quality

A Remove or explain any anomalies in the data leading to more accurate insights. A Microsoft 365 Copilot

A Quickly validate collected data and check that it is within expected ranges. A Microsoft Copilot

A Create online forms with pre-defined input requirements to ensure appropriate data is collected
and minimize volunteer time spent on repetitive tasks.




Report creation

Report creation is important as it translates complex data into actionable insights, facilitating
strategic decisions and performance monitoring across the organization.

Benefits of using Copilot for report creation

Improve reporting
A Draft different versions of reports in different styles depending on the need.

A Include data analysis and visualization quickly and efficiently.
A Use across Word, Excel, and Power BlI.

é) Roles

A Office Manager
A BusinessAnalyst
A Director of Operations

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Security and governance

Data security and governance are key to protecting sensitive information, complying with regulations,
and maintaining trust with stakeholders by ensuring data is managed responsibly and ethically.

Benefits of using Copilot for security and governance

Improve compliance Improve decision -making
A Increased compliance to required standards A Greater structure for data, enabling easier
by raising awareness among staff and access, uniformity, and insights.
volunteers.

A Improved decision-making supported by
reliable data governance.

é) Roles

A Data Administrator
AT Lead

A Director of Operations
A Security Specialist

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Insight-driven decision-making

Insight-driven decision-making is essential to empower the organization with data -backed clarity,
driving strategic actions that enhance performance and services delivered.

Benefits of using Copilot for insight -driven decision -making

Increase speed and confidence
A Make informed decisions through quick, data-driven insights.

A Streamline decision-making with efficient data processing.
A Anticipate potential risks for proactive decision -making and to mitigate adverse outcomes.

é) Roles

A Data Administrator
A BusinessAnalyst
AT Lead

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Summarize and share results

Summarizing and sharing results is critical to communicate valuable findings, foster data-driven
culture, and support collaborative efforts towards achieving organizational goals.

Benefits of using Copilot for to summarize and share results

Improve data insights Improve decision -making
A Processing and analyzing large volumes of A Improved strategic decision-making for
data from the campaign for insights into allocation of future resources.

KPls, trends and patterns.

A Generation of tailored draft reports and
summaries based on multiple information
sources.

é) Roles

A Director of Operations
A BusinessAnalyst

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




ldentifying co-financing opportunities and matches

é) Roles

~IN Q‘
iﬁ- lﬁ%

A Director of Operations
A BusinessAnalyst

Identifying portfolio co -financing opportunities facilitates strategic partnerships, leveraging shared
interests to amplify funding impact and resource efficiency.

Benefits of using Copilot for identifying portfolio co  -financing opportunities and

LTS <>¢ Microsoft Al solutions
Strategic partnerships Amplified impact
A Connects with aligned organizations to pool A Multiplies resources and reach, achieving A Microsoft 365 Copilot
resources for larger initiatives. more significant project outcomes. A Microsoft Copilot
A Fosters collaboration, sharing expertise and A Leverages combined strengths to tackle

networks for mutual benefit. complex challenges more effectively.




Facilitate data interaction and literacy for non-specialists

Enables broader participation in data-driven discussions through accessible query prompts,
enhancing organizational agility and collective intelligence.

Benefits of using Copilot for facilitating data interaction and literacy for

non-specialists

Empowers staff Enhances efficiency
A Equips team members with tools to A Accelerates data retrieval processes, saving
independently extract actionable insights. time for strategic tasks.
A Fosters a sense of ownership and confidence A Reduces bottlenecks by enabling direct

in data handling. access to information for decision-making.

é) Roles

A Director of Operations
A BusinessAnalyst

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Data management | Quality assurance

Potential benefits [ Save time Improve data quality Avoid simple tasks ]
Create new forms Analyze data Validate data
Use Copilot to create electronic forms to standardize data Use Copilot to search the data for anomalies. Validate data in Excel using Copilot to ensure it is within
inputs. expected ranges.
Microsoft 365 Copilot in Forms Microsoft 365 Copilot in Excel Microsoft 365 Copilot in Excel
Create a form capturing type of donation, date of Highlight the maximum and minimum in each revenue Highlight any data in the zip code column that has less
donation, and amount of donation, sync the results to column. than seven characters.
Excel.
Outliers can be identified within any column of Data validity can be checked over a specified criteria
interest. within the dataset.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

Data management | Report creation

Potential benefits [ Save time Improve understanding Reduce repetitive tasks ]

Create new Word report Create visualizations Automated data synthesis

Create a report in Word using Copilot based upon data in Create visualizations through prompts in Copilot to show Copilot can aggregate and synthesize data from multiple

an Excel spreadsheet. stakeholders key information in a clear way. sources to generate reports, saving time on manual
compilation.

Microsoft 365 Copilot in Word Microsoft 365 Copilot in Excel Microsoft 365 Copilot in Excel

Prepare a report outlining the total income vs. expenditure Create a line graph showing overall donation figures Consolidate financial data from the /[Grants and

using the data from /[Revenue Data] Excel spreadsheet. across the year. Donations] and /[Expenditures] files to generate an

Include a section on revenue targets. integrated financial health report for the quarter.

Visualizations can be created depending on the user
needs, within the scope of Excel.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

Data management | Security and governance

Efficient research

Potential benefits [

Effective dissemination of crucial information

Support policy compliance ]

Research latest data governance

Use Copilot in Edge to compile the latest measures in data

governance.

e Microsoft 365 Copilot in Edge

Summarize any recent developments in the field of data

governance for nonprofits.

Copilot will search the internet and give information
on the required topic.

Create presentation

Use Copilot to create a PowerPoint explaining to staff and
volunteers the changes that have been implemented.

I‘ Microsoft 365 Copilot in PowerPoint

Create a presentation of the document /[Governance
changes] summarizing the changes detailed. Make the

document 10 slides and insert appropriate images or icons.

Summarize crucial meeting

Use Copilot to distill a critical Microsoft Teams meeting on
security and compliance into a concise summary, extracting
all action points and policy updates vital for the

organi zationds safeguarding

o Microsoft 365 Copilot in Microsoft
Teams

Summarize the security and compliance meeting, include
a summary, the action points, and any policy changes
mentioned.

st

rategi e:


https://support.microsoft.com/en-us/copilot-teams
https://www.microsoft.com/en-us/bing/chat/enterprise/?form=MA13FV

Data management | Insight -driven decision -making

Make data accessible ]

Potential benefits [ Faster data insights Improve visualizations

Generate visualizations Create narrative summary

Identify anomalies

Create a summary of a Power BI report using Copilot to
gain further insight into the visuals shown.

Use Copilot to create visualizations in Power Bl and receive

Identify anomalies in the data using the Copilot function
suggestions for recommended visuals.

in Excel.

Microsoft 365 Copilot in Excel Microsoft 365 Copilot in Excel Microsoft 365 Copilot in Word

Summarize the data in this report, ensuring full analysis of

t HCeeat® aDvisualzati@nso show the frequency and value of
all visuals for easy understanding.

Identify any outliers i n donati ons within
donation for repeat donors.

Col umn. 6



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

Data management | Summarize and share results

Potential benefits [ Save time Consistent branding Simplify communication ]
Draft a report Generate slides Draft emails
Create a report based on the results found in three Use Copilot to create a slide deck with branding. Draft emails containing the agreed upon KPIs for
separate documents. distribution.
Microsoft 365 Copilot in Word I‘ Microsoft 365 Copilot in PowerPoint [’ Microsoft 365 Copilot in Outlook
Create a report based on the results in /[Document 1], Create a slide about the recent campaign /[Campaign for Draft an email detailing the KPIs discussed in this
/[[Document 2], and /[Document 3]. nonprofits] using /[Organization Template 1]. morningds meeting /[ Meeting 1]]|.
You can include key sections that you would like the Copilot can produce follow up emails based on a
report to cover based off these documents. Copilot meeting summary that has been created.




Data management | Identifying portfolio co -financing
opportunities and matches

Improve financial sustainability Leverage existing resources J

Potential benefits [ Partnership expansion

Grant alignment

Strategic partner identification Funding gap analysis

assess the nonpr of iQopilstcap crossréfayende grant requiierdeats with f y

Copilot can analyze funding patterns and interests to Copil ot can

match projects with like-minded organizations or projects with funding shortfalls. project objectives to pinpoint precise co -financing

foundations for collaborative financing opportunities. matches, increasing the likelihood of successful funding

partnerships.

o Microsoft 365 Copilot Microsoft 365 Copilot in Excel 9 Microsoft 365 Copilot

Scan for organizations with similar funding patterns and Analyze our project portfolio, highlight funding shortfalls . Match our project objectives with grant requirements

interests to identify strategic partners for co -financing identifying optimal co-financing opportunities for

opportunities; use the /[Funding Information] document enhanced funding success. Use the /[Project Objectives]
document for information.

for information.

You can include key organizational information or
documents to provide Copilot with context.
J



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Data management | Facilitate data interaction and literacy for

non-specialists

Democratize data access

Potential benefits [

Empower staff

Foster a data-driven culture ]

Intuitive data queries

Copilot can translate natural language questions into data
queries, democratizing data access and allowing non
specialists to analyze data without technical expertise.

Microsoft 365 Copilot in Excel

Interpret this natural language request into a data
extraction command: 6 Show me the trend
hours over the past year .o

Automated insight generation

Copilot can automatically generate reports and
visualizations from data queries, making data interpretation
accessible to all staff members.

Microsoft 365 Copilot in Excel

Produce a chart showing the month -over-month growth in

i nnew mdmbanshigs eising the latest data.

Personalized data education

Copilot can summarize technical guidance and offer
tailored tutorials on data literacy, helping non -specialists
become more confident and competent in data interaction.

a Microsoft 365 Copilot

Summarize this guidance webpage on how to interpret a
regression analysis graph on volunteer engagement for our
program coordinators.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
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A day in the life of a Head of Insight and Analytics

---------------- 8:00 AM ()~  10:00 AM ()~  11:00 AM
Daily meetings ar e a c OAillhasnepoptiagrtasks baked wffidhtd 6 s Will has received an Excel file with information
day. It is important to keep summary notes which has been either sent to him or from on potential funders whose values are in line :
of key points. previous research. The data is to be with his organizationds. Copilot helps him
analyzed for various requirements. prepare to share this with other teams by :
ﬂ creating an engaging Word document from
* 7 ~ Check this dataset for any anomalies and the Excel data. :
Summarize key points from meetings iregular data. Analyze it and generate - ~
throughout today in bullet point form. reports to show the largest donations this ﬂ' Create a document from /[Donor information]
year, by company. ) . .
< 9 > Excel file that outlines potential donors along
L ¢ ) <4 @ > with their key interests and contact
M information. Make the tone positive and
( . . - ) motivational.
If the meeting agenda is known, more specific Microsoft 365 Copilot in Excel can analyze and
summary requirements can be added. report on data, if the fields requested exist in <>¢ @ >
- J the Excel file. \ J
-~ 1:30PM (&9~  3:00PM (9~  4:00PM
Copilot assists Will by creating a Reports are generated on a regular basis, Will has various projects which require
PowerPoint presentation of the donor such as monthly. Will needs to export data funding; some projects many need to be
data, which can be used to show from the system, supplement it, and co-financed by multiple awards, where the
stakeholders which new donors to pursue. Copilot can create an accompanying initial step requires matching potential donors
narrative along with it. to the project.
@ 4 ) a 4 ) @ 4 N\
Create a draft PowerPoint based off the s Analyze the information in /[Monthly Report], Research potential donors, based on similar
document /[Tailored donor data]. Include create a narrative of the data in the form of a interests, create a selection of multiple donor
images that will engage the audience. timeline based off how the data has changed pairings who have the potential to co -finance
over the past month. Give reasons for the a project worth $70,000.
peaks and troughs of the data.
o 2 > o 2 > o 0 o Will is the Head of Insight
P ) P ) > ) and Analytics
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https://support.microsoft.com/en-us/copilot-word
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A day in the life of a Data Strategist

---------------- 9:00 AM ()~  10:00 AM ()~  11:00 AM

Marie is involved with many meetings Mari eds team uses basi Copilodahn devgloptraportathad i st t he m

throughout her day, including meetings with with their job dnone of them are experienced communicate insights to stakeholders for :

her mentees. Copilot generates draft agendas.  in coding. Marie asks Copilot to create a informed decision-making. Marie can then
useful document which would assist with analyze these insights and take the required
coding prompts. next steps.

i ( Y\ ([ h ( N <
Generate a draft agenda for a 30-minute Generate a Word document with bullet points Generate reports to show insights based off
performance review meeting. Include points listing prompt ideas that will work in Copilot, these three datasets from the /[Data Strategy]
that a mentor of a Junior Analyst would review to aid in basic coding for improved accuracy file.
their performance on, in bullet point form. and efficiency.

Y O B> % O B % O B
L J . J . J
“.  1:30PM (&9~  3:00PM (-~  4:30PM

Copilot assists Marie in comparing previous Microsoft 365 Copilot in Microsoft Teams Marie has been sent a large dataset on Excel,

programs by analyzing outcome data. gives Marie the ability to summarize and named /[Raw Data]. Copilot offers data
search message chains from colleagues across  (jeaning recommendations, ensuring accuracy
multiple tgams, using insights t(_) guide by eliminating blanks, duplicates, and
coqversatlons on new community-focused inconsistencies.
projects.

1 4 ) * 4 ) 9 4 \
Analyze data from /[Previous Program Summarize the messages in this chat, Provide data cleaning steps for the /[Raw
Outcomes] to assess outcomes and compare prioritize discussion on new community Data] Excel file to remove blanks, duplicates,
areas of impact. projects and cross-departmental and fix inconsistencies.

collaboration.
\<>¢ D B, \<>¢ Y, >, k<><> D >J Marie is a Data Strategist
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Operations




Using Copilot in operations

@

Goals and
challenges

Copilot can
assist with ...

Operations
roles

Goals: Recruiting and retaining dedicated staff and volunteers,
fostering a positive work environment, ensuring compliance, and
providing training and development opportunities.

Challenges: Limited resources, high turnover rates, recruiting and
retaining passionate volunteers and staff, and aligning individual
goals with the overall goals of the organization.

A HR: Job posting and screening

A Admin support: Logistics management

A HR: Performance and professionaldevelopment

A Admin support: Prioritize emails based off criteria

A HR:Tailored job descriptions and guestions

A Admin support: Assist neurodivergent team members

A Admin support: Content, layout options. and redaction for
reports

£07  Chief People Officer 8. Director of HR

cop Director of Operations

Fe Office Manager

Facilities Manager

cg HR Manager

Microsoft 365 Copilot use cases and potential benefits

Ca

@ Employee performance

Job posting
and screening

Logistics
management

Performance and

professional
development

Prioritize _emails
based off criteria

Tailored job
descriptions and

questions

Assist

neurodivergent
team members

Content, layout
options, and
redaction for

reports

Copilot aids in crafting and validating job postings to reduce
attrition.

Logistics management in a nonprofit involves planning, efficient
delivery of goods and/or services, and reducing wastage.

Employee performance monitoring is key to optimizing
nonprofit impact and growth.

Prioritizing emails based on specific criteria is important to
streamline communication, ensure timely responses, and
manage workload effectively.

Tailoring job descriptions and incorporating value -based
interview questions are crucial for attracting the right talent and
ensuring cultural fit.

Supporting neurodivergent team members in their work is
important to foster an inclusive workplace and enable everyone
to reach their full potential.

Providing content and layout options for reports is important to
ensure clear communication and effective dissemination of
information. Redaction options help to protect confidentiality.

@ Less waste

& Reduce repetitive tasks



Job posting and screening

Job posting and screening ensures the right talent is identified and hired, directly impacting the
organi zationodos efficiency and success.

Benefits of using Copilot for job posting and screening

Engagement and focus Efficient verification
A Reduce time taking notes during interviews, A Verify roles and responsibilities of the
enabling greater focus on candidates. position efficiently to increase number of
A Dispatch email replies quicker to foster a appropriate candidates.

better sense of engagement with applicants.

é) Roles

A HR Manager
A Office Manager
A Director of Operations

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Logistics management

Logistics management is crucial for optimizing the flow of goods and services, reducing costs, and
ensuring customer satisfaction.

Benefits of using Copilot for logistics management

Optimized resource allocation Insightful coordination
A Ensures efficient use of materials and space A Quick insight into common logistical
for maximum cost savings. considerations from nonprofit perspective.
A Aligns supply with demand, reducing waste, A Keep track of weekly meetings easily.

and enhancing service delivery.

é) Roles

A Director of HR

A HR Manager

A Office Manager

A FacilitiesManager

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Performance and professional development
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Performance and professional development enhances skills, boosts productivity, and supports career
growth, benefiting individuals and the organization.

Benefits of using Copilot for performance and professional development

Analytical precision

A Efficient feedback analysis from multiple
sources.

Growth and objectivity
A Obijectivity and removal of bias.

A Identify areas for employee development
A Improved accuracy with large amounts and growth.

of data.

é) Roles

A Director of HR
A Director of Operations
A Office Manager

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Prioritize emails based off criteria

R
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Prioritizing emails based on predetermined criteria streamlines communication, ensuring timely

responses to critical messages and efficient resource allocation.

Benefits of using Copilot for prioritizing emails based off criteria

Streamlines communication
A Filters critical emails for immediate attention, ensuring prompt replies.

A Organizes inbox to focus on high-priority correspondence, reducing clutter.

é) Roles

A Director of HR
A Director of Operations
A Office Manager

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Tailored job descriptions and questions

é) Roles

A Director of HR
A Director of Operations
A Office Manager

Enhancing nonprofit recruitment with tailored job descriptions and value -based questions attracts
candidates aligned with organizational values, fostering a committed and mission-driven workforce.

Benefits of using Copilot for tailoring job descriptions and questions

_ <>¢ Microsoft Al solutions
Attracts talent Cultural fit

A Draws skilled individuals who resonate with A Ensures new hires share organizational ethos

the nonprofitds missi on fasterihgaharmon®is workplace. A Microsoft 365 Copilot

A Increases the quality of applicants with A Reduces turnover by aligning candidate A Microsoft Copilot
precisely crafted job postings. expectations with the nonprofitds culture.




Assist neurodivergent team members
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Assisting neurodivergent team members with daily tasks promotes inclusivity and leverages diverse
perspectives for a more innovative and adaptable organization.

Benefits of using Copilot for assisting neurodivergent team members with

daily tasks

Promotes inclusivity

A Creates a supportive environment for diverse
cognitive abilities and work styles.

Enhances productivity

A Enables neurodivergent individuals to excel
in their roles, boosting overall output.

A Encourages a culture of acceptance, valuing
everyoneds unique contributions.

é) Roles

A Director of HR
A Director of Operations
A Office Manager

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Content, layout options, and redaction for reports

é) Roles

~IN Q‘
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A Director of HR
A Director of Operations
A Office Manager

Providing content and layout options for reports ensures clear, engaging communication that
effectively conveys the nonprofitds message and mission.

Benefits of using Copilot for content, layout options, and redaction for reports

<>¢ Microsoft Al solutions

Enhanced clarity Creative variety
A Clearer messaging of nonprofit A Offers multiple presentation styles to suit A Microsoft 365 Copilot
communications. different content types. A Microsoft Copilot
A Reduces ambiguity, ensuring messages are A Engages audiences with visually appealing
understood as intended. and diverse formats.

Protect confidentiality

A Reduces repetitive tasks by offering automatic
redaction of identifying information.




Operations | Job posting and screening

Potential benefits [ Save time Improve communication efficiency Avoid simple tasks ]

Transcribe and summarize

Draft emails

Creating a job advertisement
Use Copilot in Edge to compile a list of standard job roles Use Copilot in Outlook to draft email responses to any Use Copilot to create a transcript of an interview and
and responsibilities to validate what is being sent out in the guestions posed by candidates. summari ze a candidatefs answer|s to ke
advertisement.
e Microsoft 365 Copilot in Edge [I Microsoft 365 Copilot in Outlook * Microsoft 365 Copilot in Microsoft Teams
Create a list of roles and responsibilities for an IT manager. Draft an email in response to this question about the Summarize this meeting, splitting it into questions and
salary range. answers.
Copilot can draft emails based on a wide criteria of Copilot can summarize Microsoft Teams meetings, and
input. the user can input key criteria of focus for the
summary to contain.



https://support.microsoft.com/en-us/copilot-teams
https://www.microsoft.com/en-us/bing/chat/enterprise/?form=MA13FV

Operations | Logistics management

Potential benefits [ Improve efficiency Improve quality of emails Improve response to issues ]
Raising awareness Screen previous reports Provide an overview
Use Copilot to draft an email detailing an upcoming Screen a selection of previous reports using Copilot to Use Copilot to provide overviews of weekly meetings,
internal event that personnel are requested to attend. identify where issues have happened previously. picking out any action points that are still open.
[’ Microsoft 365 Copilot in Outlook a Micorosft 365 Copilot % Microsoft 365 Copilot in Microsoft Teams
Draft an email inviting employees to a company social Screen this report for any discussion of issues in the Create an overview of the summary from [Meeting 1] and
evening on Friday, May 30 at 6:00 PM. supply route to New York. list any open action points now that we have received the

required documents from the legal team.

Prompt Copilot with more information for a more
comprehensive draft invite.



https://support.microsoft.com/en-us/copilot-teams
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Operations | Performance and professional development

Potential benefits [ Improve response to issues Enhanced feedback actionability Explore creative solutions ]

Analyze manager feedback Analyze employee feedback Create a development plan

Copilot can collate and analyze feedback for an employee Use Copilot to analyze employee feedback and search for Use Copilot to create a development plan with suggestions
from multiple managers or sources. ways that issues raised can be addressed. provided by Copilot.
Microsoft 365 Copilot in Word 9 Microsoft 365 Copilot I!I Microsoft 365 Copilot in Word
Create a document with the summarized feedback based Summarize the information in /[Employee Feedback] Create a development plan for an employee in the
upon documents /[Feedback 1] and /[Feedback 2]. document and suggest potential solutions to the issues fundraising sector of the organization, focusing on
raised in it. developing customer relations skills.
Copilot will generate ideas based on the issues raised If the development plan created with this prompt is
within specific files, if prompted to do so. too basic, the user can provide additional documents

for Copilot to generate the plan from.



https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Operations | Intelligent communications management

Potential benefits [ Streamline inbox management Ensure fast response to critical emails Improve time management ]

Email chain summarization

Urgent issue response Internal communication

When you filter emails for topics indicating urgency or high Copilot can draft internal updates to all staff detailing Copilot can analyze lengthy email threads to extract and

importance, Copilot can assist by drafting responses to developments in key areas. summarize key points, reducing redundancy and bringing

those emails. unique, actionable information to the forefront for efficient
review.

[’ Microsoft 365 Copilot in Outlook [’ Microsoft 365 Copilot in Outlook [’ Microsoft 365 Copilot in Outlook

Create a first draft for this email which has been marked Generate a draft email to all staff informing them about a Condense this email chain into a brief summary,

as urgent. systems update on July 7" where they will not have access highlighting new and relevant points for efficient reading.

to email or Copilot.




Operations | Tailored job descriptions and questions

Potential benefits [ Reduce cost per hire

Attract mission -aligned talent

Inclusive hiring practices

Streamline hiring ]

Targeted talent attraction

Copilot can craft job descriptions that resonate with the
values and skills of ideal candidates, increasing the
likelihood of attracting individuals aligned with the
nonprofitds mission.

g Microsoft 365 Copilot

Create a compelling job listing for a Fundraising Specialist
that reflects our
and community development.

nonprofitds

Diversity and inclusion

Use Copilot to help ensure job descriptions and interview
questions are unbiased and inclusive, promoting a diverse
and equitable recruitment process.

m Microsoft 365 Copilot in Word

Formulate interview questions that assess candidate
c aompetencynviile énsuting indusivdty aad respeat $ot all ¢ e
backgrounds.

Efficient screening

By generating value-based application and interview
questions, Copilot can assist in identifying candidates who

have the required skills and s
values, streamlining selection.

9 Microsoft 365 Copilot

Develop a set of interview questions that will help
determine a candidateds alignm

values of integrity and compassion.

har e

ent

t hi

wi t |


https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Operations | Assist neurodivergent team members

Potential benefits [ Improved communication clarity Increased efficiency Improved time management ]

Communication support Task management Note -taking

Copilot can offer tools that simplify and clarify Use Copilot to create personalized task management Copilot can consolidate and streamline note-taking by
communication for neurodivergent team members, systems that cater to the unique working styles of providing clear, organized meeting summaries, ensuring all
ensuring they can fully participate in workplace neurodivergent individuals, enhancing productivity and job critical information and individual action items are captured
interactions. satisfaction. and easily accessible.
g Microsoft 365 Copilot 9 Microsoft 365 Copilot ¢ Microsoft 365 Copilot in Microsoft Teams
Review this text to check if it sounds formal enough for a Create a daily checklist for a team member with ADHD Compile a concise outline of the project kick -off meeting,
work email to my manager. that incorporates frequent breaks and varied tasks to ensuring all deliverables and responsible parties are clearly
maintain focus. identified. Highlight my action points.

Copilot can proofread communications for different
channels (e.g., Microsoft Teams).



https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/copilot-teams

Operations | Content, layout options, and redaction for

reports

Efficient production

Potential benefits [

Visual appeal

Branding consistency ]

Enhanced storytelling

Copilot can help craft compelling narratives for reports that
effectively convey the i mpact
engaging readers and inspiring action. Copilot can save

time by redacting identifying information.

m Microsoft 365 Copilot in Word

Draft an engaging introduction for a case report that
captures the transformational journey of a program
beneficiary, ensuring identifying information is redacted.

Copilot can draft a report based on a provided case
document.

Consistent branding

Copilot can ensure that content and design elements align
ovfi ttth et meo nmppaorodri d foist vo rtkr andi ng
consistent and professional image across all publications.

I’ Microsoft 365 Copilot in PowerPoint

Create presentation from file, usi ng
branded slide] templates.

/' [ Or gani z at Afeemptesentation has been created,c | i ¢ k

Creative inspiration

Copilot can suggest visually appealing layouts and graphic
g aelements that enbace thenr@adabititpandaittractjveness of
reports, making them more likely to be read and shared.

I’ Microsoft 365 Copilot in PowerPoint

on t

designdé button.

he @

new



A day in the life of an Operations Manager (legal)

---------------- 7:00 AM ()~  830AM ()~  9:00 AM
Amanda uses Copilot to efficiently process Amanda uses Copilot to quickly draft an Amanda convenes a meeting with the legal
and respond to email updates on emerging urgent policy update in response to recent team to align humanitarian response with new
humanitarian issues. developments in legislation on an area of refugee law amidst ongoing projects.

humanitarian concern.

& [ Y o \ @[ Y
Summarize key points from emails in this Draft a policy update reflecting the Prepare an agenda for discussing the
chain regarding new developments on refugee implications of the latest refugee legislation. integration of the new refugee law with our :
legislation and draft prioritized responses. nonprofitds current hdmahitarian efforts.

< < <
(%D > (%D > (%D >
o 11:00 AM (&9~  2:00PM (9~  4:00PM
Amanda leverages Copilot to quickly review Amanda employs Copilot for expedited review Amanda utilizes Copilot for task management
the relevant organizational policy to provide of documents before presenting at an to optimize workflow and meet legal
swift legal guidance in response to a team upcoming board meeting. department deadlines. It supports planning by
member's inquiry. generating task durations and effort levels.

(1] ™ il N O( ~
Find and collate sections in this /[Policy] Extract and summarize crucial legal updates g Analyze the /[Refugee Outreach Project]
document on refugee legislation that provide from recent organization reports for the document and suggest legal team task
guidance on legal protocols for refugee aid. upcoming board meeting discussion. durations and efforts for planning.
Amanda leads a legal team
\<>¢ 2 >J k<><> D >J k<><> D )>) within the Operations

; department



https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

A day in the life of a Safeguarding Manager

7:00 AM

Mayte uses Copilot to leverage internal
organizational knowledge with external

@-..‘

8:30 AM

9:00 AM

Mayte meets her team to review urgent

safeguarding developments. They use Copilot

(9)-

Mayte crafts compelling, multi -channel
communications to distribute information on

safeguarding resources to begin identifying to generate accurate minutes and clear action safeguarding policies

risks for a new program. points for immediate attention. assistance.

o( \ \ o >
Review our /[Safeguarding policies] document Compile detailed minutes and list actionable Create engaging content for email and other
alongside NSPCC guidelines, todentify stepsf rom todayds urgent| saf e{ keyinternal platforms to effectively share
potential risks for a new community meeting for immediate implementation. safeguarding policy updates.
engagement program.

Y O B Y O B> % 0 B
. J . J . J
e 11:00 AM (&9~  2:00PM (9~  4:00PM

Mayte uses Copilot to review, synthesize, and
summarize safeguarding case documents and

redact identifying information to maintain
confidentiality.

r
B' Analyze and summarize key similarities and
differences from /[Safeguarding] document on
cases during and outside of COVID-19
lockdowns. Redact identifying information in
final summary.

Y 0
\L

N

Mayte uses Copilot to generate content ideas

for live reports that provide learning
opportunities for the safeguarding team.

Mayte crafts an engaging staff newsletter
celebrating recent
content assistance.

mi |

r
ﬂ' Identify and suggest topics for reports  that
offer valuable insights for the safeguarding

teamds continuous
selection of current case documents.

l ear

) 4 o ‘ )
Create an uplifting staff newsletter featuring
our latest achievements and positive

ning developments in the area of safeguarding.

\2vith Copilotds

€

>*stones

wi t h

Mayte leads a
safeguarding team


https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/copilot-teams
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

A day in the life of an Operations Manager

Tom is a new employee. He uses Copilot to
analyze the previous
extracting key metrics, milestones, and critical
focus areas to provide some detailed insight
into future priorities.

4 A
[i Revi ew | dAnnualRepart] document
and extract key metrics, milestones, and areas
of critical focus into a single page overview to
guide a new employee.

7:00 AM @

8:30 AM

Copilot to assist with task prioritization.

()~  9:00 AM

Tom identifies as neurodivergent and can find
y emarmad@ing hiscalendaa dhallenging.dHe tises

Tom knows that some employees perform
multiple functions in the organization. He uses
Copilot to advise on whom he should contact
with a query.

i Y- B ) <
Review minutes from tHhis %io| Canyou use this/[Company departments]
and give me a set of tasks prioritized by document and inform me who | should ;
urgency. contact to find out more  information about :

mileage payments?
% 0 B % 0 B>
\ J . J

11:00 AM @

Tom has drafted a new document and wants
to check if it is consistent with the

organi zationds values
colleagues.

~
a Check /[Operations report] for adherence to
organizational values and objectives outlined

in /[Our Values] document.

Tomds supervisor is
site and cannot advise ahead of an urgent
cleerfit meetng. §dmauses @ogilot wisthyh
informed going into the meeting.

2:00 PM ()~ :

0 n Tomhasaguestions ab@aut engloyper soppogt ¢ t
but there is a large quantity of induction

h i sinformation to get through. He uses Copilot

to review the documentation and find out

what is available before speaking to a

colleague.

*’ (
Review previous supervisor meeting minutes
and summarize priorities for a client meeting.

4 A
a Review this /[induction pack] document.
Generate a summary of what employee
support is available and who | should speak
to about a health issue.

Y 0 B>

......................

y

_ y
- 4 ~
,.,A__,. L

Tom leads an
operations team



https://support.microsoft.com/en-us/copilot-teams
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/copilot-teams
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

& ( \ & N\ @ >
Summarize this email thread. Draft compelling email invitations  for Create a PowerPoint presentation based on
workshops on [Partnership Development], [Partnerships Workshop] which incorporates
complete with all necessary information for regular breakout slides for audience activities
participant readiness. to maintain interest and engagement during
workshops.
Y O B> Y O B> % 0 B
. J . J . J
11:00 AM (&9~  2:00PM (9~  4:00PM
Juliet leads a lot of meetings. She creates Juliet makes wuse of Co puliét enploys Cdpiltaa campige meeting g u i ¢
briefing packets and concise summaries for draft strategic planning documents and minutes and track action items, easing the
these meetings with Co pekplore tifferent styées, makingotheelatisment e admi ni strative | oad on
everyone is wellprepared and informed. creation process more efficient and varied. team who have many responsibilities.
o ( " 1 Y *
Generate briefing packets and concise Create multiple draft documents to promote Document detailed meeting minutes and
summaries for meetings today to help our organizationds upgomi ng| assignactionitems, focusing on partnership
participants come prepared and stay suggesting various styles. Event information is and impact goals.
informed. The meeting agendas are in the in the document /[Upcoming events 2024].
document /[Meeting agenda & 05/29].
Ve O B> Y O B % 0 B
g WV, g WV, \ J

A day in the life of a Head of Partnerships and Impact

7:00 AM

Juliet starts her morning by checking her

@...‘

emails. Copilot assists by summarizing long

email chains.

8:30 AM

Copilot helps Juliet to write clear, engaging

email invitations for upcoming workshop

activities, ensuring all details are included for

attendees.

(9)-

When planning her workshops, audience
interaction and engagement are key for Juliet.
Copilot assists by including opportunities to
keep the audience interested and engaged,
while delivering an educational experience.

9:00 AM

Juliet is the Head of
Partnerships and Impact



https://support.microsoft.com/en-us/copilot-powerpoint

A day in the life of an HR Manager

---------------- 8:00 AM ()~  830AM ()~  11:00 AM
When planning resources for an upcoming Jane crafts job descriptions for nonprofit roles Jane uses Copilot to develop interview :
engagement event, Jane uses Copilot to with Copilotds help to qatetsrtdmtnst Henarti galstsess ¢andi datesd alignment
predict no-shows and adjust volunteer candidates for the team. with the nonprofitds values and mission.
schedules for seamless operations. :
( )
m Create a comprehensive job description for a
g (" ) nonprofit position, highlighting essential skills I!u ) ) i ) =
Analyze volunteer data from /[Event Resource and organizational values to attract suitable Formulate recruitment interview questions
Requirements 2022023] and forecast the candidates focused on aligning wilt he nonprofitéos
number of volunteers needed for next ' mission and values for candidate assessment.
monthds community evert wit| < 2 B>
attendees. \_ J
4 R
Use specific job titles for more tailored job
% 0 B> descriptions. S D >
\ J \ J \ J
o 11:00 AM (&9~  2:00PM (9~  4:00PM
Jane evaluates resumes against essential job Jane gathers impartial data insights on the Jane utilizes Copilot to analyze staff
criteria, with Copilot speeding up repetitive nonprofitds | ogistics, perfermange diaapd higldightirhpoovement ¢ u
tasks such as searching for key words or areas  analysis and reporting. areas so she can provide datainformed
of interest. practical suggestions for staff feedback and
potential future training areas.
o Y A Y [ )
Search this resume to check if the candidate Analyze [[logistics data] to provide insights Analyze performance data from the
has an undergraduate degree in a relevant and create clear reports for strategic document /[Staff Review] document to rank
area. decision-making. most common potential improvement areas.
Jane works within the HR
\<>¢ 2 ;J k<><> 2 E, \<>¢ 2 )>) department as an HR

Manager.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

Finance




Using Copilot in finance

@ Goals: The finance division in a nonprofit organization ensures Microsoft 365 COpIIOt use cases and pOtentlaI benefits

responsible fund management, resource allocation, transparency,
and compliance. Their role supportrgl t he or gani Grarftde finartial healih & assessed by addpting Key
Goals and financial integrity. 2

challenges

m Performance Indicators (KPIs) and building partnerships for
evaluation

Challenges: Limited funding sources, complex reporting effective communication.
requirements, financial sustainability, handling of restricted revenue.

A nonprofit organization optimizes Accounts Payable processes

Accounts to manage timely payments to suppliers, ensuring liquidity and
@_-. Payable/Accounts strong vendor relationships. Simultaneously, efficient Accounts
Receijvable Receivable management ensures steady cash flow by collecting
A Einancialmanagement: Grantee evaluation payments owed to the organization.
A Financial management: Accounts Payable/Accounts Receivable
i A Financial analysis and reporting: Financial projections
COPIlOt (?an ] ] ] o ] ] Financial projections within a large nonprofit organization allow
EISI IS AW/ AW A Financial analysis and reporting: Audit compliance the setting of SMART goals, strategic planning, budget
A7 Einancial allocation, and informed decision-making. These projections
il projections guide fundraising efforts and ensure financial sustainability.
Accurate financial projections empower nonprofits to navigate
their financial journey effectively.
CO@ Chief Financial Officer Finance Manager
. o Audit compliance in a nonprofit organization ensures financial
Operations ® Accountant c@ Procurement Manager i) Audit compliance transparency, accountability, and adherence to regulatory
roles standards. It validates financial practices and builds donor trust.

Financial Planning and
Analysis Manager

&

@ Ensure strong relationships I’;’[ Financial planning @ Validated practices



Grantee evaluation

AL

Grantee evaluation is critical to ensure funds are utilized effectively, align with the mission, and create
measurable impact, thereby maintaining accountability and donor trust.

Benefits of using Copilot for grantee evaluation

Grantee evaluation summaries

A Provide complete summary of relevant grantee details in Outlook to expediate collections
process, e.g., bank statements, invoices.

A Create grantee performance dashboards using Power BI.

é) Roles

A Chief Financial Officer
A FinanceManager
A Accountant

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot
A Microsoft Copilot




Accounts Payable/Accounts Receivable

R A

é) Roles

A Chief Financial Officer
A FinanceManager

s "B Fo. B A Accountant

Accounts Payable/Accounts Receivable management is essential to maintaining a healthy cash flow,

ensure fiscal responsibility, and sustain the organizationds financi al

and mission fulfiiment.

Benefits of using Copilot for Accounts Payable/Accounts Receivable

Manage Accounts Payable/Accounts Receivable
A Automate data reconciliation i generate reconciliation reports and summaries in Excel.

<>¢ Microsoft Al solutions

. o _ _ _ A Microsoft 365 Copilot
A Manage accounts receivable communicationsi summarize emails, construct draft emails, and A Microsoft Copilot
use coaching tool.

A Effective Accounts Payable/Accounts Receivable documents using Word, create Accounts
Payable/Accounts Receivable documentation (e.g., invoices).

stabi



Financial projections

é) Roles
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A Chief Financial Officer
A FinanceManager
A Accountant

Financial ©projections are key for a nonprofitds finance department to antici
enable sustainable growth, and guide strategic planning for long -term mission success.

Benefits of using Copilot for financial projections

_ <>¢ Microsoft Al solutions
Enhanced reporting

A Time saved through financial reporting automation using Excel. A Microsoft 365 Copilot

A Predictive analysis for fundraising efforts using Excel offers future insights. A Microsoft Copilot

A Market trend analysis with real-time dashboards on Power BI.




Audit compliance

é) Roles

= > . - - S~ s | =
22l iﬁ Ll
= - - : A

A Chief Financial Officer
A FinanceManager
A Accountant

Audit compliance is essential for a nonprofitédés finance department to demons
adhere to legal standards, and sustain the confidence of donors, stakeholders, and regulatory bodies.

Benefits of using Copilot for audit compliance

Manage audit compliance
A Time saved through automated variance analysis.

<>¢ Microsoft Al solutions

A Microsoft 365 Copilot

A Support compliance with industry -specific document automation. A Microsoft Copilot

A Streamlining and accelerating researching audit compliance.




Finance | Grantee evaluation

Potential benefits [ Save time Improve data visualization Avoid simple tasks ]

Grantee communication summaries Grantee performance dashboards Data-driven grantee assessment

Provide summaries of relevant grantee communications in Efficiently create grantee performance dashboards using Collate supplied information and create a report on a
Outlook to monitor when they have supplied information Copilot in Power BI. Grantee, based upon an existing template.
e.g., emails mentioning bank statements, invoices.

[l Microsoft 365 Copilot in Outlook ] Microsoft 365 Copilot in Power BI m Microsoft 365 Copilot in Word

Summarize this email chain of communications with this Analyze /[Grantee performance] document and create a Create a report using the grantee report template using

grantee. dashboard where grantees can be compared to each other information in documents /[Grantee Information 1] and
by region. /[Grantee Information 2].




Finance | Accounts Payable/Accounts Receivable

Potential benefits [ Save time

Facilitate communication

Avoid simple tasks ]

Automate data reconciliation

Microsoft 365 Copilot for Finance within Excel generates
reconciliation reports and summaries across systems for
anomalies, risks, and unmatched data.

Microsoft 365 Copilot in Excel

Generate reconciliation report detailing matched and
unmatched transactions, and anomalies.

Data analysis and simple reports can be produced
based on the data input.

Manage accounts receivable communications

Summarize customer information from source ERP,
summarize inbound emails, assist in constructing emails,
use coaching feature for suggestions.

[’ Microsoft 365 Copilot in Outlook

Draft an email to [insert name] to explain that there is a
discrepancy in the accounts receivable.

For further development on the discrepancy, give basic
details and Copilot can elaborate on it.

Effective Accounts Payable/Accounts
Receivable documents

Using Word, create Accounts Payable/Accounts Receivable
documentation (e.g., invoices) with suggested content
improvements, formatting options, and even generating text.

I!' Microsoft 365 Copilot in Word

Create an invoice reminder for overdue payments, based
on the format from /[Invoice] document.



https://support.microsoft.com/en-us/copilot-excel

Finance | Financial projections

Potential benefits [ Save time Improve understanding Receive insights on potential future developments ]

Financial reporting automation Predictive analysis Market trend analysis

Automate financial reporting in Excel. Analyze past financials in Excel to understand patterns and Create reattime dashboards in Power Bl to analyze market
provide forecasting. trends and understand the behavior of other nonprofit
organizations.
Microsoft 365 Copilot in Excel Microsoft 365 Copilot in Excel ] Microsoft 365 Copilot in Power BI
Generate a monthly financial report, including profit and Analyze /[Past donation behavior] spreadsheet within this Develop real-time dashboards for market analysis.
loss (P&L) statements, balance sheets, and cash flow Excel document, produce a report forecasting future
statements. donations. Dashboards can be updated in real time, if the data

input is updated to reflect this.
Forecasting based off previous reports allows time for
future appeals to be created.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/copilot-excel

Finance | Audit compliance

Potential benefits [ Save time Support best practice and regulation compliance Avoid simple tasks ]

Automated variance analysis Industry -specific automation Research audit compliance

Analyze financial data in Excel for any discrepancies. Review and draft legal or financial documents that adhere Chat with Copilot to make requests and ask questions to
to organizational policy, suggesting clauses and reviewing gather up-to-date information in areas such as audit
compliance issues. compliance.

Microsoft 365 Copilot in Excel Microsoft 365 Copilot in Word a Microsoft 365 Copilot

Analyze the financial data for the past year and identify Draft a grant agreement document, ensuring compliance Provide a list of the top ten best practices when

any irregularities or anomalies. with legal requirements detailed in the /[Legal considering audit compliance within a nonprofit

Considerations] document. organization.

Prompt Microsoft 365 Copilot to browse the internet
and produce a document with specific requirements.



https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

A day in the life of a Financial Analyst

8:00 AM

Hillary uses Copilot to efficiently manage
donor funds, prepare transparent reports, and

forecast

cash fl ow,

financial health.

Generate a report detailing donor fund
allocations, upcoming grant deadlines, and a
cash flow forecast for the next quarter.

( )

@_..‘

9:30 AM

Hillary uses Copilot to prepare for finance
team meetings, compiling key financial data

making.

Assemble the latest financial summaries,
budget forecasts, and compliance updates
for an effective finance team meeting
agenda, using these Word documentsfi
/[Finance report], /[Finance forecast], and
/[Compliance 2024].

Y 0

(9)-

10:00 AM

Through Copilot, Hillary stays ahead of
compliance, tracking regulatory changes and
0 p tamdrimsighis to grivehirdarmed decisijpm-o0 f i t & updating financial practices to meet nonprofit
standards.

o

~N
(Update me on any new financial compliance
requirements from the past 12 months and
outline suggested action points to integrate
these into our current practices to maintain
nonprofit standards.

11:00 AM

Hillary employs Copilot to craft a compelling
finance presentation, highlighting the

nonprofitos

fiscal

programmatic impact on the community.

@

Create a presentation from /[Finance Report
2023-2024].

Add a slide to show the measurable impact of
our programs on beneficiaries.

~\

@...

Hillary employs Copilot to streamline the

nonprofitos
s t e voa nedtristdd ifupd camplaince and accurate

audi t

reporting of grant expenditures.

Create a comprehensive report on restricted
funds, grant allocations, and project finances
to demonstrate accountability in the
organizationds annual

N

Hillary leverages Copilot to summarize high

p r e p dmpartaricememail quedes which impact theé n g
nonprofitds fi

nanci al

compliance and bring these to her team for
discussion.

audi t

~N
Summarize this email chain of high-priority
financial and compliance communication for
immediate action.

operations

Hillary is a Financial Analyst
at Contoso


https://support.microsoft.com/en-us/copilot-excel
https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737
https://support.microsoft.com/en-us/copilot-powerpoint
https://support.microsoft.com/en-us/copilot-excel

Detailed examples of
Microsoft 365 Copilot
prompts




Market research

Marketing

» Microsoft 365
Copilotin
Edge

Prompt é

i

Marketing team. | &1 | know this is successf

Market research is streamlined, and insights are easily
and efficiently accessed.

Understand key offerings within nonprofit markets, learn about the
various options available, and gather financial information for the
business case for a new humanitarian aid initiative in the wake of
natural disaster.

Vg

The value Copilot provided me in completing
this job (functional, emotional, social)

A Reduces time spent on information-gathering

oSearch for information on | eadi ng akiutiBsasyrthesss ahddvervidw poductidd. t 1 at i ves
operating in [insert disaster local], assess their market penetration

and success rates, and provide a financial overview to inform our
strategic planning and resource allocation. 6

A Facilitates swifter communication of findings.



https://www.microsoft.com/en-us/bing/chat/enterprise/?form=MA13FV

Generate ideas

Marketing

Microsoft 365
Copilot

-

Prompt é

i

Marketing team. | &1 | know this is successf

Ideas are easily generated and tailored with the
addition of further information.

Generate ideas, using the Al language model to suggest some
tagline ideas for a new marketing campaign to promote childrend
rights in humanitarian crises.

Vg

The value Copilot provided me in completing
this job (functional, emotional, social)

A Creativity is jump-started with the provision of

OGenerate a selection of suggest ed Mulpleppprapgate syggestions.y v new campai g
on childrends rights in humanit ar iRaampaidgniprogeess.is aééélevated, and incordene opt i o
appropriate for different age gr ou mgéneratedmore quickly.



https://support.microsoft.com/en-us/topic/overview-of-microsoft-365-chat-preview-5b00a52d-7296-48ee-b938-b95b7209f737

Summarize interviews
Marketing

i

Marketing team. | &1 | know this is successf

Accurate transcripts are quickly provided and can be
summarized for ease of reading. Transcripts are also
searchable for responses covering specific topics.

Transcribe data and summarize findings from market research
interviews.

Find participant responses which provide feedback on the new
campaignds design and aesthetics.

Vg

The value Copilot provided me in completing
this job (functional, emotional, social)
Microsoft 365 Turn on transcription in Microsoft 365 Copilot in Microsoft A Reduces time spent on simple and repetitive
Copilotin Teams. transcription tasks and on manually summarizing
Microsoft dSummarize participant responses t ¢ndiggs gripokpgfer spegificinformpation.

Teams dSearch for participant responsesAiFiHCEnQSLF%[‘ib‘?\e&"aTteQ@”&'Bnébéz‘ﬁdmBrﬁ the new
campaignds design and aesthetics.o quickly, leaving more time for valuable and higher-
Prompt é level tasks.



https://support.microsoft.com/en-us/copilot-teams

Sentiment analysis
Marketing

i

Marketing team. | &1 I know this is successf

Getting objective insight into numerous social media
posts is straightforward and efficient. A report is easily

Analyze a sample of social media posts and comments related to produced with minimal time wasted.
the new campaign, using Copilot natural language processing to

assess the sentiment and determine whether the response is

positive, negative, or neutral.

Quickly put together a summary report that describes findings and
uses key illustrative quotes to strengthen the story. 2

The value Copilot provided me in completing
this job (functional, emotional, social)

. _ . _ _ . A Reduces time spent reading social media content
Microsoft 365 OAnal yze sent i mewedatedsociatntedia posssmp a i g n and mental effort of categorizing many similar

W a1 this Word document /[Social media posts], categorizing them as posts and comments.
Copilot in positive, negative, or neutral. Create a report summarizing the ) )
Word findings and suggest key quotes t ﬁa’sklmmﬁ\rgr|epF9rtqe%e(atfogrpqqcesttlggsp?tt ory.o
thinking of accompanying narrative and accelerates

findings.

Pr om pt e progress to discussion stage and application of \




Reporting and visualization
Marketing

i

Marketing team. | &1 | know this is successf

Converting quantitative data into easily understood
visualizations is easy and efficient. Accurate
visualizations are produced and can be easily adapted

Explore market trends and insights into key demographic e ol RS IR SRR oNere:

influencers, such as age. Generate visualizations showing donor age
breakdown and age group mean donation amounts that make data
easy to quickly interpret.

Vg

The value Copilot provided me in completing

this job (functional, emotional, social)
6Create a pie chart of existing damnkgycedfeficttani Rrdwldlige Br¥Excd febdedtd 2 C ket s
(18-30, 31-45, 46-60, 61-75, 76+) from the data in this Excel éoerform visualization creation.

JIGEEGIEEEER s b cadsheet /[ Donor demographics]
Copilot in

A Speedin?nufjp process of obtaining data insiﬁgts
Excel r

OFrom the data in this spreadsheet ’freegLfb é‘tfm@i’or%traf@gel’zﬂ'n@an@vglu gaboieoons by
age brackets (1830, 31-45, 46-60, 61-75, 76+), and create a

tasks.
| abel ed bar chart . o6

Prompt é

communication.

A Easily generated visualizations facilitates \



https://support.microsoft.com/en-us/copilot-excel

Create materials

Marketing

p ™ Copilotin
PowerPoint

Prompt é

Marketing team.

Draft a PowerPoint slide pack based on a Word document, /[Annual
Report 2023-24] for presentation at a stakeholder meeting.

In a new PowerPoint file select the Copilot button and select
Create presentation from file. Select the Word document,

6/ [ Annual -R4q startttypiry®2 fde name to search
for it. Select Send= and Copilot will draft a presentation for you.

i

| 61 | know this Is successf

A slide deck is created that details relevant information
from the Word document.

v
The value Copilot provided me in completing
this job (functional, emotional, social)

A Reduces time spent moving content into a
slide deck.

A Jumpstarts presentation preparation by providing a
draft which can be edited according to need.



https://support.microsoft.com/en-us/copilot-powerpoint




































































































