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How to Use Copilot
for Accountants
The executive guide to deploying Microsoft Copilot across Excel, Word, Outlook, and
Teams — without adding a new category of risk to your close.
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The Executive Case

Somewhere on your team right now, someone is rebuilding a pivot table they built last month, reconciling a ledger by hand at 9 p.m., or drafting the
same client email for the fourth time this week. That's not a productivity problem. It's a risk sitting quietly on your firm's capacity — burned-out staff,
missed deadlines, and reports that go out client-facing with your fingers crossed instead of your full confidence behind them.

Copilot for Accountants is not a novelty chat assistant. It closes the gap between the volume of client work your firm takes on and the hours your staff
actually has — and, deployed correctly, it does so while reducing the error rate you already carry, not adding a new category of it.

What Changes in Practice

AREA TODAY WITH COPILOT, CONFIGURED

Data analysis Manual pivot tables, formula lookups, hours per cycle Natural-language queries return variance, trends, and
anomalies in seconds

Document review An associate reading a 50-page memo line by line Key risks and next steps extracted and summarized in minutes

Client
communication

Drafting the same reminder, letter, or update from
scratch

First drafts generated from context, tone adjusted before
sending

Reporting An afternoon formatting charts and board decks Charts, summaries, and slides produced from a described
outcome

Firm risk Undocumented formulas, inconsistent client comms, no
review trail

Formula explanations, human-in-the-loop review, documented
AI use

The decision this guide supports: not whether Copilot can do these things — it can — but whether your licensing, data, and firm standards are
ready for it to do them reliably. The firms getting real value configured that foundation before their first prompt ever ran.
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Readiness Checklist
Confirm all six before your team opens the sidebar expecting results. Most stalled rollouts trace back to an item on this list, not to the software.

01 An active Microsoft 365 Copilot license
Verify assignment, not purchase. Most "it isn't working" tickets are licensing, not capability.

02 The commercial (enterprise) version — not the free consumer app
Only the licensed version keeps client data inside your tenant and out of public model training.

03 Copilot enabled across Excel, Word, Outlook, and Teams
Admin-deployed through the Microsoft 365 admin center. Allow time for the rollout to sync across your firm.

04 Data structured as formal Excel tables
Unstructured ranges are the single most common cause of failed prompts. Ctrl+T, clean single-row headers, no merged cells.

05 Files saved to OneDrive or SharePoint with AutoSave on
Local-only files leave the Copilot button permanently unavailable, and can't be securely processed.

06 A written verification standard your staff already knows
Decide now, not mid-close, what needs human sign-off before it reaches a client or regulator.

Before rollout, establish a readiness baseline. A short internal audit catches licensing, data structure, and permission gaps while they're still cheap
to fix — rather than on the morning your close team expects the tool to work.
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The Four Core Workflows
Each of these is a repeatable procedure, not a feature. Standardize them once and every cycle gets easier; leave them to improvisation and
quality varies by whoever ran it.

EXCEL DATA ANALYSIS

"Analyze this data and identify the top three expense categories that are over budget compared to last year. Visualize this as a bar chart."

Watch for: Copilot can misinterpret complex cell relationships on a first pass. Every generated formula needs a human check before it reaches a client deliverable.

DOCUMENT REVIEW & SUMMARIZATION

"Extract the top three risks and the most urgent next steps from this ASC 606 implementation memo."

Watch for: Long, dense regulatory documents increase the chance of a missed nuance. Treat the summary as a starting point for review, not the final word.

Format your transaction data as an official Excel table with clear, single-row headers.1.

Open the Copilot pane and describe the exact comparison or calculation you need.2.

Review the generated formula or chart against the raw source data before accepting it.3.

Ask Copilot to explain the formula logic in plain language — confirm it did what you actually asked.4.

Save the prompt structure so the next analyst runs the identical process.5.

Open the document in Word or upload it to Copilot Chat.1.

Ask for the top risks and next steps, not a general summary.2.

Name the audience — a partner, a client, a non-financial stakeholder — to control tone and depth.3.

Cross-check any cited figure or clause against the source document.4.
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CLIENT & TEAM COMMUNICATION

"Draft a professional email to [Client Name] explaining their upcoming Q3 tax filing deadline, listing the missing documents we discussed, and requesting
submission by [Date]."

Watch for: Never paste unencrypted client tax IDs or bank details into an open chat prompt. Keep sensitive identifiers out of the draft entirely.

REPORTING & PRESENTATION

"Create a 3-slide board-ready PowerPoint summary from this variance table: one slide on revenue, one on expenses, one on key risks."

Watch for: A polished deck can hide a wrong number just as easily as a messy one. Verification standards don't relax because the formatting looks finished.

Open the relevant email thread or start a new message in Outlook.1.

State the deliverable and the tone explicitly — a reminder, a proposal, a firm-but-collaborative follow-up.2.

Review for accuracy on every date, dollar figure, and deadline before sending.3.

Use Teams to transcribe meetings and extract decisions, owners, and dates automatically.4.

Confirm your source data is a properly formatted table.1.

State the visual and the argument you want made, not just the topic.2.

Generate the PowerPoint or Word draft directly from the linked spreadsheet.3.

Verify every figure on a slide traces back to a specific cell before it reaches the board.4.
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What Copilot Can't Do
Stated plainly, without spin. Knowing these boundaries is what keeps your firm inside the zone where output is reliable.

LIMIT WHAT IT MEANS FOR YOUR FIRM

No professional judgment Cannot independently determine accrual timing, assess going concern, or sign off on audit-facing decisions.

Structure dependency Requires clean, official Excel table formatting. Messy or unstructured data produces unreliable output.

No live ERP feeds Cannot log into QuickBooks, Xero, or similar platforms to pull live transaction data on its own.

Free-tier restrictions The consumer web version cannot securely process internal client ledgers or connect to your tenant.

Numerical precision Can make analytical mistakes or hallucinate figures. Every output needs independent verification.

Judgment boundaries It calculates and flags. It cannot evaluate accounting policy or final technical interpretation.

These limits are managed, not eliminated. The work is configuring your data, workflows, and prompt templates to stay inside the reliable operating
zone — and knowing which tasks still need a licensed professional instead of an AI shortcut.
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Security & Verification
The standards that make Copilot defensible in a client-facing accounting practice.

Core Security Controls

CONTROL WHAT IT GIVES YOU

Enterprise licensing Confirms the green shield icon is active — data stays in your tenant and is never used to train public models.

Isolated client folders Designated, permission-locked SharePoint folders so Copilot only reads pre-approved records.

Inherited permissions Operates within your existing role-based access model rather than overriding it.

Multi-factor authentication Enforced across every accounting endpoint touching client financial data.

The Verification Standard

01 Re-derive the number
Recalculate at least one figure independently. If it doesn't tie, none of them are trusted.

02 Read the formula, not the answer
Copilot writes the formula. Confirm it does what you actually asked.

03 Trace every claim to a source
An inferred driver is a hypothesis. Confirm it in the data before it reaches a client.

04 Document that AI was involved
Auditors and regulators accept evidence, review, and a documented control — not an unexplained process.
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The 30-Day Rollout
A phased path from first pilot to firm-wide standard, with what to measure at each stage.

DAYS 1–10  ·  PROVE IT ON ONE WORKFLOW

DAYS 11–20  ·  STANDARDIZE WHAT WORKED

DAYS 21–30  ·  SCALE AND MEASURE

What to Measure

METRIC WHY IT MATTERS

Days to close The headline number. If it doesn't move, nothing else matters.

Hours reclaimed on data prep Where staff feel the change first.

License utilization Adoption breadth. Idle seats are the ROI conversation you don't want.

Figures traceable to source The control metric. This is what a reviewer will ask about.

Run a readiness check: licensing, data structure, permissions.1.

Pick one high-value workflow — usually Excel variance analysis — and one small cohort.2.

Restructure that cohort's working files as proper tables in SharePoint.3.

Set the verification standard in writing while the group is small enough to agree.4.

Document the winning prompts as a shared library, not tribal knowledge.1.

Train a second cohort using the first cohort's real examples.2.

Name a champion per service line to own questions locally.3.

Extend to remaining service lines with the standard already defined.1.

Set a monthly reinforcement cadence tied to your close calendar.2.

Report on the metrics below — if they haven't moved, the rollout hasn't landed.3.
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NEXT STEP

The firms getting value didn't install it and hope.
They configured their licensing, trained their staff on real prompt structure, and set a verification standard before the first client
deliverable ever went out. Avantiico builds that foundation — data readiness, security roles, prompt training, and firm-wide rollout — so
Copilot becomes the tool your team relies on every close, not the feature that got demoed once and forgotten.

avantiico.com/contact  —  Talk to a Copilot for Accountants expert

Related Guides from Avantiico

Copilot Prompt Guide for Finance
20 copy-ready prompts organized by task, from reconciliation to board summaries.

How to Use Microsoft 365 Copilot for Finance Professionals
Real-world use cases and workflows across Excel, Outlook, Teams, Word, and PowerPoint.

Microsoft 365 Copilot Training for Accounting Teams & Leaders
Expert-led, firm-grounded enablement by application and by role.
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