COPILOT
AGENT

Discover 9 pro tips | for creating effective Copilot
agents:

v Learn how to start simple,
v Utilize Microsoft 365 Copilot Chat, and

v' Define clear instructions to enhance your
agent's performance.




IMPORTANT:
By using the information in this document, you agree to the below terms for using
Microsoft Copilot Studio.

Visit this link for more information:
https://learn.microsoft.com/en-us/microsoft-copilot-studio/fundamentals-what-is-copilot-

studio

Microsoft Copilot Studio (1) is not intended or made available as a medical device for the diagnosis of disease or other conditions, or in the cure,
mitigation, treatment or prevention of disease, or otherwise to be used as a component of any clinical offering or product, and no license or right is
granted to use Microsoft Copilot Studio for such purposes, (2) is not designed or intended to be a substitute for professional medical advice, diagnosis,
treatment, or judgment and should not be used as a substitute for, or to replace, professional medical advice, diagnosis, treatment, or judgment, and (3)
should not be used for emergencies and does not support emergency calls. Any agent you create using Microsoft Copilot Studio is your own product or
service, separate and apart from Microsoft Copilot Studio. You are solely responsible for the design, development, and implementation of your agent
(including incorporation of it into any product or service intended for medical or clinical use) and for explicitly providing end users with appropriate
warnings and disclaimers pertaining to use of your agent. You are solely responsible for any personal injury or death that may occur as a result of your
agent or your use of Microsoft Copilot Studio in connection with your agent, including (without limitation) any such injuries to end users.

By using the information in this document, you agree to the terms for creating Microsoft Copilot

Agents, under Important Information, or on page #2 of this document. B iCopilotagent Tooldt v. 1


https://learn.microsoft.com/en-us/microsoft-copilot-studio/fundamentals-what-is-copilot-studio
https://learn.microsoft.com/en-us/microsoft-copilot-studio/fundamentals-what-is-copilot-studio
https://learn.microsoft.com/en-us/microsoft-copilot-studio/fundamentals-what-is-copilot-studio
https://learn.microsoft.com/en-us/microsoft-copilot-studio/fundamentals-what-is-copilot-studio

9 Pro Tips to Create Effective Agents

Step . ProTip

#1 - Copilot Agent Use Cases Start small. Create an agent for simple tasks like answering HR policy questions.

Start simple and create a Declarative Agent in Copilot Chat. Once you have adopted the use of

#2 - How to Create an Agent agents, you can extend your capabilities to more advanced agents in Copilot Studio.

#3 - Copilot Chat Prompt to Build |Use Microsoft 365 Copilot Chat to help you create the content to configure your agent. This
Agent allows you to easily reference your chat history.

Make sure the name, description, and icon are informative so that team members can easily

#4 - Icon, Name, Description identify the agent and understand how it can help them.

Include goals, guidelines, skills, and other relevant information to ensure your agent performs

#5 - Define Clear Instructions effectively.

When your agent is grounded on work data, such as documents or SharePoint sites, these

#6 - Define Knowledge messages are billed to your organization. See pricing for more info.

If your agent is only grounded on the web, then messages with these agents are free to use.
#7 - Define Web Content However, err on the side of caution when using web data because you are opening the doors
to the internet.

Include capabilities in your instructions. For example, if you want images to be minimalistic and

#8 - Define Capabilities modern, mention that in your description.

Align your starter prompts with the skills component of your instructions. See the skills section

#9 - Starter Prompts for a breakdown and examples.

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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Copilot Agent Use Cases

« Agents can help organizations in a variety of ways. For example:
« You can create an agent to answer common employee questions around HR policies.
 This can significantly reduce the workload on your HR team and improve response times for
employees.
« See the following page for more examples.

Start small. Create an agent for simple tasks like answering HR policy questions. Once your
organization has adopted the use of agents, you can expand into more complex agents to handle
a wider range of tasks.

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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How to Create an Agent

There are a couple of ways that we can create an agent:
1.SharePoint

You can create agents directly in a SharePoint site allowing you to easily gather insights. Check out my other tutorial for
more details.

2. Copilot Chat

The easiest and fastest way to create agents. These are known as Declarative agents and extend Microsoft 365 Copilot
because they are used directly within the Microsoft 365 Copilot Chat experience. Check out this video here.

3. Copilot Studio

The most advanced way to create agents. These are designed for advanced programming and functionality.

=

Start simple and create a Declarative Agent in Copilot Chat. Once you have adopted the use of
agents then you can extend your capabilities to more advanced agents in Copilot Studio.

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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Copilot Chat Prompt to Build Agent

You can create agents using the chat experience in the agent builder, but | recommend Microsoft

365 Copilot Chat (see pro tip):
1. Enter the prompt on the following page into Microsoft 365 Copilot Chat.
2. Answer Copilot questions to build the components of your agent.
3. Copy your response into the appropriate areas under the Configure tab (see following pages for more details on
the components that make up an agent).
4. If you need to go back and edit your agent, then you can easily reference your Copilot Chat history. Then update
the Configure tab as needed.

Use Microsoft 365 Copilot Chat to help you create the content to configure your agent. This
allows you to easily reference your chat history.

By using the information in this dgcument, you agree to the terms for creating Microsoft Copilot Office Skills with Amy: Copilot Agent Toolkit v.1
Agents, under Important Information, or on page #2 of this document.
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Work Web () New chat %)

2 Copilot

7. Stand out on socials 77 Going on holiday? /7. Highlight the differences

Use the below prompt to start the chat to configure your agent.

Help me create an agent called [insert name here] to help assist the [team here] team by [goal of agent]. The agent provides
information on [insert examples of tasks the agent will create]. Ask me a series of questions to create the agent so that it will respond
as accurately as possible.

We need to provide instructions to direct the behavior of the agent. These will include purpose, general guidelines including general
directions, tone and restrictions. We also want to highlight skills that this agent will have to help respond to the specific starter
prompts. When possible, we want to include step by step instructions on how to complete tasks, error handling and limitations,
feedback and iteration, interaction examples, non-standard terms and follow-up or closing instructions.

We need to define 6 starter prompts with key steps outlined in the instructions on how to respond.

By using the information in this document, you agree to the terms for creating Microsoft Copilot

Agents, under Important Information, or on page #2 of this document. By aCopilot Agent Toolkit v.1 2
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lcon, Name, Description

When configuring your agent, you'll need to set up the & Copilt Studio. et > CustomeCasCamil
name, description, and icon.

 Name: Choose a name that clearly identifies the agent's

Describe Configure

Template: (3

purpose.
- Description: Provide a brief description that explains ®©
what the agent does.
¢ Icon: SE|eCt an icon that Visua”y represents the agentls DE,::i:Z::tmasslsilhe(uslomerSEr\nceleam\nredu(mg(a\lt\mesand\n(reasmgcustomer
fu n Ctl O n satisfaction.

105/1,000

=

Make sure the name, description, and icon are informative so that team members can easily identify
the agent and understand how it can help them.

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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Define Clear Instructions

« The instructions are the most important part
of the agent as they define the skills and
behavior of the agent.

« Think ‘garbage-in = garbage-out.’

- Refence the following pages for more
information of each component.

Purpose

£

Include goals, guidelines, skills, and other
relevant information to ensure your agent
performs effectively.

By using the information in this dqcument, you agree to the terms for creating Microsoft Copilot Office Skills with Amy: Copilot Agent Toolkit v.1 10
Agents, under Important Information, or on page #2 of this document.
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Define Purpose

Clearly outline the role and expertise of the agent,
emphasizing its primary function.

PU I’pOse Example;

You are a customer service specialist, dedicated to
assisting our team in reducing call times and enhancing
customer satisfaction. You will provide support on refund
policies, centralized FAQs, support ticket assistance, and
resolution processes.

By using the information in this dqcument, you agree to the terms for creating Microsoft Copilot Office Skills with Amy: Copilot Agent Toolkit v.1 11
Agents, under Important Information, or on page #2 of this document.
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Define Guidelines

* Define how the agent should communicate.

* The agent's communication style can be concise, detailed,
interactive, or suggestive.

* Additionally, specify any restrictions that should be applied.

Example:
1. Maintain a professional and courteous tone throughout
interactions.

2. Provide clear and concise information.

3. Ensure responses are empathetic and solution-focused.
Ex. Avoid solutions that are beyond our regular policies &
procedures.
By using the information in this document, you agree to the terms for creating Microsoft Copilot N A e oot Agent Toolkit v. 1

Agents, under Important Information, or on page #2 of this document.
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Define Skills

« The skills in the Instructions should align
with up to 6 Starter Prompts for the Agent.
« We want to provide our Agent with clear
instructions to complete tasks including:
- Skill-goals,
« Step-by-step instructions an
 Interaction examples.
« See following pages for a more detailed
description of each component.

Step-by-
Step
Instructions

Interaction
Examples

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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Define Skill Goal

List the main tasks the agent is expected to perform.
This can include answering FAQ, generating suggestions,
automating tasks, providing explanations, or guiding the
user through processes.

It can also reflect the agent's conversation starters.

Example:

You are a customer service specialist. When assisting a
customer, provide clear and concise information on refund
policies, guide them through the support ticket process, and
offer solutions to common issues. Use a professional and
empathetic tone to ensure customer satisfaction.

By using the information in this document, you agree to the terms for creating Microsoft Copilot Office Skills with Amy: Copilot Agent Toolkit v.1

Agents, under Important Information, or on page #2 of this document.
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Define Interaction Examples

Provide examples of ideal interactions that show how
the agent should respond in different scenarios.

Sk'll Example:

| User prompt: | need help understanding the refund policy.
: Customer service agent response:

Interaction S our e

Concise explanation: Our refund policy allows returns within 30 days of purchase with
a receipt. Refunds are processed within 5-7 business days.

Detailed explanation: Our refund policy states that you can return items within 30
days of purchase, provided you have the original receipt. Once we receive the returned
item, we will process your refund within 5-7 business days. If you paid by credit card, the
refund will be credited to your account. For cash purchases, you will receive a cash
refund.

Interactive explanation: Let's go through the refund policy together. First, do you have
the original receipt for your purchase? If yes, you can return the item within 30 days.
Once we receive it, we'll process your refund within 5-7 business days. How did you
make your payment?

Examples

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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Skill Step-by- Step Instructions

Clearly define the order in which to complete tasks.
* This helps the agent guide users through processes in a logical and
efficient way.
* Forexample, if a task involves multiple steps, instruct the agent that
Skill the steps should be completed in sequential order and that users
must complete each step before moving on to the next.

Step-by_ Example:
Ste P Follow these steps:
Instructions 1. Greet the customer and ask for their name.

2. Identify the issue or query they have.

3. Provide information on relevant policies or procedures (e.g. refund
policies).

4. Guide the customer through any necessary steps (e.g., filling out a support
ticket).

5. Offer solutions or escalate the issue if needed.

6. Confirm the resolution and thank the customer for their patience.

By using the information in this document, you agree to the terms for creating Microsoft Copilot

i i i : Copilot Agent Toolkit v.1 16
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Define Other Instructions

Error
« Other instructions beyond the “aZﬂﬂ“g
purpose, guidelines and skills can LEANES
improve the behaviour of your
agent.
« See the following page for a more
detailed description of each Follow-up Feecback
component. and closing iteration

Non-
standard
terms

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.

Office Skills with Amy: Copilot Agent Toolkit v.1
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Other Instruction Examples

Feedback and iteration: Instruct the agent to seek Error handling and limitations: Instruct the agent how to handle situations when a
feedback from the user to refine its suggestions and user requests something without providing the necessary prerequisites. If it is
improve the interaction. important for the agent not to mention specific topics, state this clearly in the
instructions.

Example:
« After providing a suggestion, ask if it meets the user's needs or Example:

if adjustments are needed. * If you encounter a situation where you cannot proceed, respond with, "l need more
« If feedback is provided, adjust the response or offer information to assist you further. Could you clarify?"

alternative solutions. * Avoid providing external links.
 Continue refining suggestions based on user input until * If a topic is off-limits, politely inform the user and redirect the conversation to a relevant

satisfaction is achieved. topic.
Non-standard terms: Define any specific terms that are Follow-up and closing: Instruct the agent to follow up interactions to remind users
non-standard or unique to the organization in the that it is available for further assistance and offer to help with related tasks. Also,
instructions. This ensures that the agent understands and instruct the agent on how to properly close a session, such as by summarizing what
uses these terms correctly in its responses. Providing a was achieved or suggesting next steps.
glossary of these terms can be helpful for both the agent
and the users. Example:

« After providing a suggestion, ask if it meets the user's needs or if adjustments are needed.

Example: * Offer further assistance with related tasks.
RMA means Return Merchandise Authorization. This term is « Summarize what was achieved during the interaction.
used to refer to the process of returning a product for a refund * Suggest next steps or provide additional resources.
or replacement.  Thank the user for their time and confirm that the agent is available for future assistance.

By using the information in this document, you agree to the terms for creating Microsoft Copilot

Agents, under Important Information, or on page #2 of this document. B iCopilotagent Tooldt v. 1 b
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Define Knowledge

Knowledge O )
° KhOWledge SOurceS are the foundation your SeIBect folders a"cfiles,o'adfla\-.'eiz:i.‘fbucan add up to 20 knowledge sources, Learn more
rowse or Enter
agent works off of.
* These can include: Wb
 Specific documents, and Web search @ e

e SharePoint sites.

~ Referenced from SharePoint

_& root

@M= About Us - Amy's Animal Shop.docx

When your agent is grounded on work data, such as documents or SharePoint sites, these messages
are billed to your organization. If your team members have a standalone 365 Copilot license, these

messages are included. Otherwise, they will need a separate license for metered billing. See pricing
for more info.

By using the information in this dgcument, you agree to the terms for creating Microsoft Copilot Office Skills with Amy: Copilot Agent Toolkit v.1 19
Agents, under Important Information, or on page #2 of this document.
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Define Web Content

Web content can be toggled on or off: e @ ®
« When toggled on, your agent can access publicly Seec folders and e, o add a website.You can ad upto 20 knowledge sources. L more

available information on the web. mowe Jr e TR
« The agent will provide citations for the information "

it retrieves. Web search @ @

 Always verify the information provided by your
agent to ensure accuracy.

=

If your agent is only grounded on the web, then messages with these agents are free to use.

However, err on the side of caution when using web data because you are opening the doors to the
internet.

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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Define Capabilities

Capabilities unlock additional functionality for your

agent.

For example: Capabilities

« Code generation uses Python to solve complex Code interpreter @ o)
prOblemS, and Image generator D

* Image generation allows for creating images.

—

Include capabilities in your instructions. For example, if you want images to be minimalistic and
modern, mention that in your description.

By using the information in this document, you agree to the terms for creating Microsoft Copilot
Agents, under Important Information, or on page #2 of this document.
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Starter Prompts

 Starter prompts allow your team to quickly

engage with an agent. Refund Policies Centralized FAQ Support Tickets Help
Can you tell me about the Where can | find the How can | get help with my
 We can define up to six starter prompts. refund policies? centralized FAQ? support ticket?

- When creating starter prompts, think of FAQs:

« For example, an Agent helping a HR manager, some common questions from employees could be:
* How do | schedule vacation?
«  What happens when | take a sick day?

—

Align your starter prompts with the skills component of your instructions. See the skills section for a
breakdown and examples.

By using the information in this dgcument, you agree to the terms for creating Microsoft Copilot Office Skills with Amy: Copilot Agent Toolkit v.1 29
Agents, under Important Information, or on page #2 of this document.
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Thank You for Joining Us!

« Pro Tips: Remember to apply the 9 pro tips .
discussed for effective Copilot Agent creation.

- Test Agent: Once your agent is built, you will need
to test it out for accuracy and push the
boundaries to ensure it responds the way you
want it to. Keep in mind safe practices.

« Troubleshoot Agent: For an example of
troubleshooting your agent, check out this video
here.

Stay connected for future updates and resources.
YouTube Channel: Office Skills with Amy

By using the information in this dgcument, you agree to the terms for creating Microsoft Copilot Office Skills with Amy: Copilot Agent Toolkit v.1 23
Agents, under Important Information, or on page #2 of this document.
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