5 tips for making the most of
Microsoft Copilot at your nonprofit

Navigate to copilot.microsoft.com and sign in with your work account to get started

Summarize a long article,
document, or PDF

Available in the Microsoft Edge sidebar

Turn a 20-page jargon-filled PDF into a
bulleted list, short paragraph, or single
sentence summary.

Open a long web article in

Microsoft Edge. Enter a prompt
in Microsoft Copilot in Edge like
"Summarize this in five bullet points.”

Draft emails and
donor-ready content

Available in Copilot in Microsoft Edge

Need to draft an email to a donor in
the next hour? Microsoft Copilot is
your professional writer on call. Go
from bullet points to customer-ready
messages in no time at all.

Go to Microsoft Copilot in
Microsoft Edge and select Compose.
Enter “Draft a follow-up email to
an existing donor" as a prompt and
adjust tone, length, etc. as desired.
(Note: You can draft content at

copilot.microsoft.com but without
a Compose view.)

Generate images to
elevate your content

Leave behind stock images and text-only
reports in favor of custom-generated
images for emails, on social, and more!
Just describe the image(s) you want.

Create an image to tell your story
with a prompt like “Create a 2D
illustration of a pair of hands
holding the world."

Learn new things quickly

Microsoft Copilot can be your personal
teacher! Instead of sifting through articles
to find the best source, ask questions
tailored to your needs and interests to
get consolidated key points from the
internet for you.

Try this prompt: “Explain how
a large language model works
in simple terms" or select the
suggested prompts. Let your
curiosity lead you.

Get answers for complex
and specific questions

When you think, “there can't be an article
on this topic,” that's the time to try
Microsoft Copilot. Microsoft Copilot can
elegantly handle questions that require

multiple data points or a degree of analysis.

Ask for answers in a format that
you like. “Give me a table that
summarizes average email metrics
for the nonprofit industry.”


https://adoption.microsoft.com/en-us/copilot/




Accessibility Report





		Filename: 

		Five tips for making the most of Copilot at work tip sheet.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 4



		Passed: 26



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Skipped		Figures require alternate text



		Nested alternate text		Skipped		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Skipped		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

