Build Progressive Al Assistants
with Agent Builder in Microsoft

365

Master agent creation from basic web-grounded assistants to advanced SharePoint-
integrated agents with code interpreter and image generation capabilities.
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Purpose

After completing this lab, attendees will be
able to create progressively sophisticated
Copilot agents, starting with simple web-
based knowledge sources, advancing to
SharePoint integration, and mastering
advanced Al capabilities like code
interpretation, data analysis, and image
generation.

Page 1 of 28



» Documentation and Additional Training Links
» Prerequisites

« Summary of Targets

« Use Cases Covered

» Instructions by Use Case

o Use Case #1: Create a web-based learning assistant

o Use Case #2: Build an advanced SharePoint-integrated sales assistant

« Summary of Learnings

e Conclusions & Recommendations

&) Why This Matters

For makers and citizen developers: You don’t need to be a programmer to
create powerful Al assistants that can transform how your team works.

Think of building agents like teaching a new team member:
« Without structured training: They fumble through tasks, give inconsistent
answers, and waste everyone’s time
« With progressive skill development: They become increasingly valuable,
handling simple queries at first, then complex analysis and creative tasks

Common challenges solved by this lab:

« “Our team keeps asking the same questions about our products and policies”

« “We need to analyze sales data quickly, but most people don’t know Excel
formulas”

« “We want Al assistance grounded in our actual business documents, not generic
responses”
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« “We need professional visuals for presentations but don’t have design
resources”

This 30-minute investment will teach you skills you’ll use repeatedly to
create agents for any department or use case.

@ Introduction

This lab takes you on a journey from your first simple agent to a sophisticated
business assistant. You’'ll start by testing Microsoft 365 Copilot’s basic capabilities,
then build a web-based learning assistant grounded in Microsoft documentation.
Finally, you'll create an advanced Sales Admin Assistant that integrates SharePoint
data, performs code-based analysis, and generates professional visuals.

Real-world example: A sales operations team struggled with repetitive questions
about policies and data analysis requests. After completing this lab, they created
two agents: one for onboarding that answers policy questions, and another that
analyzes sales trends from their SharePoint Excel files and generates presentation-
ready charts. What used to take hours of manual work now happens in seconds with
natural language requests.

The progressive approach ensures you understand core concepts before adding
complexity, building confidence and practical skills at each step.
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@ Core Concepts Overview

Concept

Agent

Microsoft
365 Copilot
vs. Copilot
Chat

Declarative
Agent

Grounding

Code
Interpreter

Image
Generator

Build Progressive Al Assistants with Agent Builder in Microsoft 365

Why it matters

A customized digital assistant that can answer questions, retrieve
information, and guide users through tasks based on configured
instructions, prompts, and knowledge sources. Understanding agents
is fundamental to automating knowledge work.

Microsoft 365 Copilot ($30/user/month) is grounded in your
organization’s data (emails, meetings, documents) while Copilot Chat
comes for free with select Microsoft 365, Office 365, and Microsoft
Teams plans (https://learn.microsoft.com/en-us/copilot/manage#microsoft-
365--chat-eligibility) and uses public web data by default. Knowing which
to use determines your agent’s capabilities and data access. Copilot
Chat can be extended with some premium capabilities with a pay-as-
you-go subscription and/or with Copilot Credits (pre-purchased
capacity)

A simple type of Copilot agent built through instructions, prompts, and
knowledge sources. Perfect for most business use cases where you
need to scope behavior and ground responses in specific data.

Anchoring agent responses to specific data sources (websites,
SharePoint, files) to ensure accuracy and minimize hallucinations. This
is what makes your agent trustworthy and business-ready.

An advanced feature that writes and executes code in real-time to
analyze data, generate charts, and perform calculations. Transforms
your agent from information retrieval to data analysis powerhouse.

Al capability that creates original images from text descriptions, useful

for creating presentation visuals, badges, diagrams, and marketing
materials without design skills.
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Concept Why it matters

The data your agent uses to answer questions—can include websites,

Knowledge SharePoint sites, Teams conversations, or organization-wide
Sources connectors. The right knowledge sources make or break your agent’s
usefulness.

Documentation and Additional Training
Links

» Overview of Microsoft 365 Copilot Chat (https://learn.microsoft.com/en-us/copilot/chat)
« What is Microsoft 365 Copilot? (https://learn.microsoft.com/en-us/microsoft-365-copilot)

« Declarative Agents for Microsoft 365 Copilot (https://learn.microsoft.com/en-

us/microsoft-365-copilot/extensibility/overview-declarative-agent)

« Use Agent Builder in Microsoft 365 to Build Agents (https://learn.microsoft.com/en-

us/microsoft-365-copilot/extensibility/agent-builder-build-agents)

» Microsoft Copilot Studio Documentation (https://learn.microsoft.com/en-us/microsoft-
copilot-studio/)

Prerequisites

Access to Microsoft 365 Copilot or Copilot Chat

Ability to create and configure Copilot agents

Access to a SharePoint site with sample sales data (for Use Case #2)

Basic understanding of Excel data structures (for Use Case #2)
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@ Summary of Targets

In this lab, you’ll progress from basic agent creation to advanced Al capabilities. By
the end of the lab, you will:

« Understand the differences between Microsoft 365 Copilot and Copilot Chat
and when to use each

« Create a web-based learning assistant grounded in official Microsoft
documentation

« Configure agent behavior, tone, and knowledge sources for specific use cases

« Build an advanced SharePoint-integrated agent with code interpreter and
image generation

- Analyze sales data and generate professional charts through natural language
requests

« Apply best practices for agent design, grounding strategies, and knowledge
source selection
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% Use Cases Covered

Step Use Case Value added

Build foundational skills by

Create a web-based learning creating an instructional agent
1 assistant grounded in trusted
documentation
Master advanced features
including SharePoint
Build an advanced SharePoint- integration, code
2 integrated sales assistant interpretation, and image

generation for business
intelligence

“X Instructions by Use Case

Effort

15

min

15
min

g3 Use Case #1: Create a web-based learning

assistant

Build your first Copilot agent that helps users learn about Microsoft Copilot

capabilities, grounded in official documentation.

Build Progressive Al Assistants with Agent Builder in Microsoft 365
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Estimated

Use case Value added

effort
Create a web- Build foundational skills by creating an
based learning instructional agent grounded in trusted 15 minutes
assistant documentation

Summary of tasks

In this section, you’ll test basic Copilot functionality, then create a teacher-style
agent that explains Copilot concepts using grounded knowledge sources. You'll learn
to configure agent behavior, tone, and knowledge sources.

Scenario: Your organization is rolling out Microsoft Copilot and needs a learning
resource. Build a teacher-style agent that can answer questions about Copilot
capabilities, clarify key distinctions (like Microsoft 365 Copilot vs. Copilot Chat, or
Declarative vs. Custom Engine agents), and guide users with accurate, contextual
responses grounded in Microsoft documentation.

Objective

Create, configure, and test a web-based Copilot agent that serves as a
knowledgeable guide for learning about Microsoft Copilot.

Step-by-step instructions

Navigate to Microsoft 365 Copilot

1. Navigate to Microsoft 365 Copilot home page (https://m365.cloud.microsoft/chat/?
auth=2&home=1)

2. Go to the Chat tab.
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Tip:
Both Microsoft 365 Copilot and Copilot Chat are designed for internal,
employee-facing (B2E) experiences.

« Users who have only Copilot Chat will not see any toggle in the
interface - this is expected.

» Users who have both Microsoft 365 Copilot and Copilot Chat will see a

toggle that lets them switch between the Work (Microsoft 365 Copilot)
and Web (Copilot Chat) experiences.

o M365 Copilot @ Work Web Try GPT-5 Q@ -
Q' search

| ® chat
- Welcome to Copilot Chat

@ Notebooks .
Message Copilot

0% Create

J’_

©

® Apps

s -} =
Write a compelling intro Help me prepare for a review of Draft an email to my team asking
paragraph to doc doc with business leadership for feedback on doc

alt text

Microsoft 365 Copilot is a per-user license ($30/user/mo.) with premium
features:

» Advanced agents like the research and analysts Frontier ones, grounded
on enterprise data and using the latest reasoning models

« Knowledge sources (e.qg., your enterprise data from Outlook, Teams,
SharePoint, or Copilot connectors)
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Copilot Chat s the enterprise version of ChatGPT included with many
Microsoft 365 licenses at no extra cost. It uses the same underlying models
and can access web data to generate answers.

» Copilot Chat can leverage premium capabilities like organization-tenant
grounding for answers when tied to a pay-as-you-go Azure subscription.

Two types of agents can appear in Microsoft 365 Copilot or Copilot Chat:

« Declarative agents: These rely on Copilot’s built-in orchestration,
search, and reasoning. They define their behavior through instructions,
pre-defined prompts, knowledge sources, and actions. Ideal for scoped
knowledge retrieval or task-specific use cases.

« Custom engine agents: These do not use Copilot as their core engine.
They include their own orchestration, knowledge, and skills, and may run
on a different platform than Microsoft Copilot. Ideal for advanced or
complex scenarios.

Test the basic Copilot experience

3. If you have Microsoft 365 Copilot license, make sure you are in the Web tab (if
you don’t see any tab for Work/Web, this means you only have access to Copilot
Chat).

4. Test the basic experience by typing:

What are new features in the Microsoft Copilot Studio roadmap?
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T M365 Copilot 0 What are new features in the Microsoft Copilot Stu TryGpT-5 N ‘ M ©
Q search [ees]
O Chat
What are new features in the Microsoft Copilot Studio roadmap?
Agents
Explore agents @ copiot ©
Create agent
Here are the latest features and roadmap highlights for Microsoft Copilot Studio as of October 2025,
Conversations based on the most recent updates and official documentation: microsoft <2
| What are new features in the ...
All conversations
@ Top New Features in Microsoft Copilot Studio (2025)
Pages
1. Computer Use (Ul Automation) — Public Preview
& create
« Enables Al agents to interact with software interfaces like a human (clicking, typing, navigating).
8 Apps « Useful for automating tasks in apps without APIs.
« Includes secure credential management and cloud-hosted browser support.
2. WhatsApp Channel — General Availability
Explain long-term memory features.  How does BYOM work?  Describe speech and IVR capabilities. ~ $5
Nessage Copilot
+ 2 Tools @

Al-generated content may be incorrect

alt text
5. Select Start a new chat (top right icon) to reset. Notice how your history of
converations is saved on the left-hand side.
Create your learning assistant agent

6. On the side pane, expand Agents and select Create agent

Tip:
If you don’t see Create agent, try refreshing with Ctrl + F5.

7. Notice that you can explore existing templates. But for this lab, when
prompted to describe the agent, reply with:
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I want to build a teacher-style agent that helps users learn about Copilot,
including the differences between Microsoft 365 Copilot and Copilot Chat,
Declarative Agents vs. Custom Engine Agents, and how to use Agent Builder in
Microsoft 365. The agent should ask questions to validate and reinforce user

understanding, encourage exploration, and act as a knowledgeable guide grounded

in Microsoft documentation.

Tip:

From here, you will find that the conversational creation experience might
differ from the below step-by-step instructions, as it's using generative Al
and it is by nature non-deterministic. The core concepts remain the same,

but the Ul may change slightly. Just adjust to the questions and options
presented to you.

8. If asked for agent name and other details, you can instruct it this:

The name of the agent should be Copilot Teacher. Your tone should be friendly,

personal, and emphatic. You can make jokes, use subtle irony and emojis when

appropriate.

9. If asked about how the agent should handle questions that are directly
related to Copilot, or how the agent should handle situations where the
user provides incorrect information or demonstrates a
misunderstanding, reply with:

It shouldn't answer questions that are not related to Microsoft 365 Copilot,
Copilot Chat, or Copilot Studio. Always guide users towards the correct solution

based on your knowledge.
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10. When asked about publicly accessible websites as knowledge sources,
paste these URLs:

Yes, add https://learn.microsoft.com/en-us/microsoft-365-copilot/ and

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

Tip:

You can set URLs with up to 2 levels of depth for grounding. E.g.,
https://www.domain.com/levell/level2. Just like folders in a file system.
That way, all pages under that URL will be used as grounding sources. E.qg.,
https://www.domain.com/levell/level2/pagel.html,
https://www.domain.com/levell/level2/page2.html, etc.

Finalize configuration

11. Now let’'s head over to the Configure tab. Notice how all of your previous
interactions have led to the creation of your agent, its name, description,
instructions, knowledge sources and starter prompts. Feel free to tweak them!

12. In the Knowledge section, toggle Prioritize the knowledge sources you
added for agent knowledge-based queries so that the agent uses the
configured websites when providing answers, and not its own large language
model knowledge.

13. Fix any issue like max character limit for starter prompt titles.

14. You can test your agent in the test pane. When ready, select Create.
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T M365 Copilot

Q search

O chat
Agents
Explore agents

1 Create agent

Conversations
Pages

@ Create

B Apps

alt text

2]

&P Copilot Studio Myagents > Copilot Teacher v

Name

Copilot Teacher

Describe

Configure

Description O

A teacher-style agent that guides users through learning about Copilat,its types, and
Copilot Studio Lite, validating understanding and encouraging exploration using

Instructions ©

- Act as a knowledgeable teacher to help users learn about Copilot, including the
differences between Microsoft 365 Copilot and Copilot Chat, Declarative Agents vs.

Custom Engine Agents, and how to use Copilot Studio Lite.

- Ask questions to validate and reinforce user understanding throughout the

conversation.

- Encourage users to explore Copilot features and documentation.
in official Microsoft dt

- Reference and ground

- Provide clear, accurate, and supportive guidance tailored to the user's learning pace.
- Avoid speculation and ensure all information is based on Microsoft sources.

- Maintain a friendly, encouraging, and professional tone.
- Do not answer questions unrelated to Copilot or its features.

- Always communicate in English.

Knowledge G ©

Click below to choose the knowledge sources your agent will use to generate responses.
You can enter URL, upload files, and use Microsoft SharePoint. Learn more

D

Copilot Teacher

© Draft auto-saved

® New chat

A teacher-style agent that guides users through learning about Copilot,its types, and
Copilot Studio Lite, validating understanding and encouraging exploration using

Explain Copilot
differences

Can you explain the
difference between
Microsoft 365 Copilot
and Copilot Chat?

Validate my
understanding

Can you ask me
questions to check
my understanding of
Copilot?

Type your message

Share and test your agent

Microsoft documentation.

Declarative vs.
Custom Agents
What are Declarative
Agents and Custom
Engine Agents in
Copilot Studio?

Encourage
exploration
What features of
Copilot should 1
explore next?

By using this experience, you agree to these Tems | Pivacy and cookles

Getting started with
Studio

How do | use Copilot
Studio Lite to build
an agent?

Reference
documentation
Can you point me to
official Microsoft
documentation
about Copilot?

15. You can use the generated link to share your agents with other users.

16. Select Go to agent.

17. Try your agent by selecting one of the prompts or by pasting this:

What are the differences between Microsoft 365 Copilot and Copilot Chat?

Build Progressive Al Assistants with Agent Builder in Microsoft 365
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™ m365 Copilot 58] Copilot Teacher > What are the differences between Microsoft 365 Cop
T

Q search oday

O chat

Agents

Copilot Teacher

All agents Copilot Teacher

Create agent

What are the differences between Microsoft 365 Copilot and Copilot
Chat?

Great question! Here's a clear breakdown of the differences between Microsoft 365 Copilot and Copilot

Conversations Chat, based on Microsoft's official documentation:

| What are the differences bet...

What are new features in the ...

@ Microsoft 365 Copilot

All conversations

« Integrated into Microsoft 365 apps like Word, Excel, PowerPoint, Outlook, and Teams.

@-

Pages «+ Purpose: Enhances productivity by helping users write, summarize, analyze, and create content directly

f& create within these apps.

+ Example: In Word, it can draft documents based on prompts. In Excel, it can analyze data and generate

B8 Apps formulas.

Show me how Copilot Chat works in Teams

Message Copilot

_|_

How do | use Microsoft 365 Copilot in Excel?

@

©

alt text

i\

IMPORTANT:

Al-generated content may be incorrect

If you need to update a declarative agent, select
name and select Edit, or go to Create agent then navigate to My agents

in the breadcrumbs.

next to the agent

¢ Congratulations! You’ve created your first web-based

Copilot agent!

Test your understanding

Key takeaways:

Build Progressive Al Assistants with Agent Builder in Microsoft 365
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« Copilot Chat vs. Microsoft 365 Copilot - One is grounded in your Microsoft
365 data (Work), the other in the web by default. Understanding the difference
helps you choose the right foundation for your agents.

- Agent types matter - Declarative agents are simple and instruction-based;
Custom Engine agents are complex and fully orchestrated. Most business use
cases are perfectly served by declarative agents.

« Documentation is your friend - Grounding agents on trusted content
ensures more reliable, relevant answers and minimizes hallucinations.

- Conversational creation - The agent creation process uses Al itself, which
means the flow may vary but the concepts remain consistent.

Lessons learned & troubleshooting tips:

« Use clear, short prompt titles to encourage user engagement

« If your agent gives generic responses, double-check the grounding sources and
whether the priority toggle is enabled

« Remember: you can always revise prompts, tone, or behavior by editing the
agent settings later

« Test your agent while configuring to avoid throttling issues in busy training
environments

Challenge: Apply this to your own use case

« What tone and personality would you give an agent aimed at helping your team
or department?

« Which public websites or internal resources would you use to ground its
responses?

« What kind of test questions could your agent ask to validate users’
understanding?

] Use Case #2: Build an advanced
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SharePoint-integrated sales assistant

Take your skills to the next level by creating an agent that integrates SharePoint
data and uses advanced Al capabilities like code interpretation and image
generation.

Estimated

Use case Value added
effort

Build an advanced
Master advanced features including SharePoint

SharePoint- , , ) , ) .
. integration, code interpretation, and image 20 minutes
integrated sales ) , , ,
. generation for business intelligence
assistant

Summary of tasks

In this section, you’ll prepare SharePoint data sources, create a Sales Admin
Assistant with advanced capabilities, and test code interpretation for data analysis
and image generation for visual content.

Scenario: Your sales operations team needs an intelligent assistant that can
analyze sales data from SharePoint Excel files, answer questions about sales
policies, generate dynamic charts and visualizations, and create professional visual
content for presentations—all through natural language requests.

Objective

Build a sophisticated Sales Admin Assistant that integrates organizational data and
advanced Al capabilities to transform sales operations.
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Step-by-step instructions

Access and prepare SharePoint documents
1. Navigate to your organization’s SharePoint site

o Go to the Documents tab

o Open the Sales folder

i
IMPORTANT: The URL of the SharePoint site is available in Lab
Resources (specific per training).

SharePoint L Search this library

®Q °
.’ \. OnePlace 77 Not following
& No/ rome
3 Editin grid view (& Share & Copylink % Alactions v Add shortcut to OneDrive  *** = All Documents v Details W
Documents >
=]
[  Name v Modified v Modified By v
M3 Sales Policy Document.docx R June24
Sales.xlsx R September 30

alt text
2. Locate the following sample files:

o Sales Excel file: A spreadsheet containing sales data with columns for
dates, product lines, revenue, and quarters

o Sales policy document: A Word document containing sales policies,
procedures, and guidelines
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3. Open the Excel file and review the data structure:

o Ensure it contains sales data across multiple quarters/years
o Verify product line categorization

o Note the column headers and data format
4. Open the Word policy document and review:

o Sales procedures and guidelines

o Policy information that might inform sales decisions

o Any specific requirements or compliance information

Create the Sales Admin Assistant agent

5. Return to Microsoft 365 Copilot Chat
auth=2&home=1) and go to the Chat tab.

(https://m365.cloud.microsoft/chat/?

6. On the side pane, expand Agents and select Create agent.

7. When prompted to describe the agent, use this specific prompt:

You are a Sales Admin Assistant. Your job is to help sales managers track revenue
and identify trends across product lines. You understand product hierarchies,
time periods (e.g. quarters, fiscal years), and sales metrics. Users can ask

questions like 'Graph the sales for the last 2 years with a breakdown per product

line and quarter'. You always respond in a friendly and professional tone, aiming
to be helpful and insightful.

8. Confirm the suggested agent name when prompted.

Configure knowledge sources
9. Navigate to the Configure tab.

10. Now head over to the Knowledge section:
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[e]

o

o

(]

Ty M365 Copilot

Q search

O Chat

Agents

@ Copilot Teacher

All agents
I Create agent
Conversations
Pages.
& Create

B Apps

alt text

« If you can’t see the files you just opened, an alternative approach is to

Go to the Files tab

&P Copilot Studio Myagents > Sales Admin Assistant v

Describe  Configure
- INever repeat Une same answer In Consecuuve messages.
- Communicate only in English, using appropriate business
vocabulary and idioms.
- Guide users in formulating effective queries about sales
performance, product lines, and time-based trends.

Under Knowledge, select the Search bar

Knowledge C ©

Click below to choose the knowledge sources your agent will use to

generate responses. You can enter URLs, upload files, and use Microsoft

SharePoint. Learn more

Q_ search by name, enter a URL, or drop a file

rites )
i )
Al ( Files ) sites

Filter ' Word | PDF | Text PowerPoint | Excel

ﬁ; Sales Policy Document
=] Shared Documents > Sales » Sals Policy Document dock

t Sales
") Shared Documents > Sales > Sales.xisx

)

Select both the Sales Policy Document and Sales Excel file

You will see them being added as SharePoint documents

© Draft auto-saved

(® New chat

Identify Top Products

Which product lines had the highest revenue last fiscal year?

Compare Sales Trends

Compare the sales trends between Q1 and Q2 for all product
lines.

Revenue by Region

Show revenue by product line and region for the current year.

Year-over-Year Growth

What is the year-over-year growth for each product line?

Sales Metrics Overview

Provide an overview of key sales metrics for the last quarter.

Type your message

Al-generated content may be incorrect | Coplot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree Lo these Terms | Pivacy and cookies

paste and add the SharePoint URL of the Sales folder.

« Another alternative approach is to download the files locally and upload

them to your agent.

Enable advanced capabilities

11. Under Capabilities, enable:

Build Progressive Al Assistants with Agent Builder in Microsoft 365
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o Code interpreter (for data analysis and chart generation)

o Image generator (for creating visual content)

T M365 Copilot e8] @ Copilot Studio  Myagents > Sales Admin Assistant v @ Dratt auto-saved
Q search
Describe  Configure
O chat ® New chat
Agents Graph the sales for the last 2 years with a breakdown per
Knowledge G © product line and quarter

@ Copilot Teacher
Click below to choose the knowledge sources your agent will use to
All agents generate responses. You can enter URLS, upload files, and use Microsoft

SharePoint. Learn more Identify Top Products

| Createagent Which product lines had the highest revenue last fiscal year?
Conversations Q search by name, enter a URL, or drop a file T o
Pages Compare Sales Trends
Pricriize the knowledge sources you added for agent o @) Compare the sales trends between Q1 and Q2 for all product
& Create knowledge-based queries. Learn more e lines
B Apps Choose other data sources
o SeniceNow Revenue by Region
Knowledge Show revenue by product line and region for the current year.
SharePoint
Year-over-Year Growth
=) Sales Policy Document.docx What s the year-over-year growth for each product line?
82 Salesxlsx
Sales Metrics Overview
Provide an overview of key sales metrics for the last quarter.
Capabilities
Code interpreter @ [ o] Type your message
Image generator @ [ o] >

Al-generated content may be incorrect | Coplot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree Lo these Terms | Privacy and cookies

alt text

38

Tip:
You can explore additional knowledge capabilities:

« All websites (or specific ones)
« All SharePoint data (or specific files or sites)

« Organization-wide knowledge sources enabled through Copilot
Connectors (e.g., ServiceNow)

If your account has a Microsoft 365 Copilot license, you can also access:

« My Teams chats and meetings

« My emails
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Finalize and create
12. Review the Configure tab to refine:

o Agent name and description
o Instructions

o Starter prompts

13. When satisfied with the configuration, select Create.

Test policy knowledge
14. Select Go to agent to start testing.

15. First, test the agent’'s knowledge of your sales policy:

What are the key guidelines in our sales policy regarding customer discounts?

16. Verify the agent references your SharePoint policy document and provides
accurate information.

Ty M365 Copilot én] Sales Admin Assistant > What are the key guidelines in our sales policy re ©
Q search Today
O chat

What are the key guidelines in our sales policy regarding customer
Agents .
discounts?

@ Sales Admin Assistant

@ Copilot Teacher Sales Admin Assistant

Nlegsits To answer your question about the key guidelines in your sales policy regarding customer discounts, |

Create agent reviewed the contents of both the Sales Policy Document and Sales files. Here's a summary of the relevant
information:

Conversations
| What are the key guidelines i...

What are the differences betw. /° Key Guidelines on Customer Discounts

What are new features in the .. From the Sales Policy Document: - Ssles Poficy Document

All conversations « Discounts and Promotions

« Discounts, coupons, and promotional offers may not be combined unless explicitly stated.

Pages
« Al prices are inclusive of applicable taxes unless otherwise noted.
Create . . - . . .
(2 Creare « Prices are subject to change without notice, but orders placed before a price change will be honored
B8 Apps at the original price.

« In case of pricing errors, the company reserves the right to correct the price and notify the customer

before processing the order.
Show sales trends during discount periods ~ Compare sales before and after promotions %

Message Copilot

+ Y

Al-generated content may be incorrect
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alt text

Test code interpreter with data analysis

17. Start a new chat and test the code interpreter capability with a data

analysis request:

How are sales trending for home appliances?

18. If offered to get a visual chart of this breakdown, confirm.

Ty M365 Copilot [én]

Q search

O Chat
Agents
Sales Admin Assistant
Copilot Teacher
All agents
Create agent
Conversations

I How are sales trending for ho...

What are the key guidelines in
What are the differences betw...
What are new features in the
All conversations
Pages

f Create

B8 Apps

alt text

Today

Sales Admin Assistant

Analysis v

To answer your question about sales trends for home appliances, | analyzed the data from the Sales file.

Here's what the data reveals: & sales

Sales Admin Assistant > How are sales trending for home appliances?

How are sales trending for home appliances?

7 Quarterly Sales Trend for Home Appliances

The chart below illustrates the total quarterly sales (in USD) for the "Home Appliances” product line over

time:

®

1811k
8856k /\/\/

K

2
g

Message Copilot

+

Show sales trend for kitchen appliances

Break down home appliances sales by region

S

©

19. Observe how the agent:

o Accesses your Excel data

Al-generated content may be incorrect

o Uses code interpreter to process the data

o Generates dynamic charts and visualizations

o Provides insights based on the analysis
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Test image generation

20. Start a new chat and test the image generation capability with a relevant
request:

Design a professional badge for the first place winner of our sales contest. It
should look modern and premium, with gold colors, the text 'lst Place — Sales

Contest', and a ribbon or trophy element.

Ty M365 Copilot [én)] Sales Admin Assistant > Design a professional badge for the first place wi ©

Q' search Design a professional badge for the first place winner of our sales

O chat contest. It should look modern and premium, with gold colors, the

text st Place — Sales Contest', and a ribbon or trophy element.
Agents

@ sales Admin Assistant
Sales Admin Assistant
Copilot Teacher
All agents
Create agent
Conversations
| Design a professional badge ...
How are sales trending for ho...
What are the key guidelines in
What are the differences betw...
What are new features in the

All conversations

Pages

1sTPLACE
o SALES
CONTEST

{2 Create

Message Copilot

+

©

Al-generated content may be incorrect

alt text

Tip: Notice how you can also invoke a specific agent by using @** in the
standard Chat** area.
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¢ Congratulations! You’ve created an advanced
SharePoint-integrated Copilot agent!

Test your understanding

Key takeaways:

- SharePoint Integration - Connecting agents to organizational documents
transforms them from general assistants to business-specific tools that
understand your data

« Code Interpreter Power - Enables dynamic data analysis and chart
generation without requiring users to know programming or complex Excel
formulas

- Image Generation Utility - Creates professional visual content on-demand,
eliminating the need for design tools or skills for many common use cases

« Knowledge Source Flexibility - Agents can combine multiple knowledge
types (documents, websites, SharePoint sites, Teams conversations) for
comprehensive responses

Lessons learned & troubleshooting tips:
« Always review your source data before creating agents—understanding data

structure helps you craft better instructions

» Test each capability separately to understand what works and identify any
issues

o Use “Start a new chat” between tests to ensure clean context

« |f files aren’t visible in the selector, use the SharePoint URL method or
download/upload approach

Challenge: Apply this to your own use case

« What SharePoint data sources in your organization would benefit from agent
integration?
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« What types of data analysis questions does your team frequently ask that could
be automated?

« What visual content does your team create repeatedly that an agent could
generate on-demand?

« How could you combine multiple capabilities (data analysis + image generation)
to create comprehensive reports?

Y Summary of learnings

True learning comes from doing, questioning, and reflecting—so let’s put your skills
to the test.

To maximize the impact of your Copilot agents:

. Start simple, then advance - Build foundational understanding with web-
based agents before adding complexity with SharePoint integration and
advanced features. This progressive approach builds confidence and ensures
you master core concepts.

« Ground relentlessly - Always anchor your agents to specific, trusted
knowledge sources. Grounding is the difference between an unreliable chatbot
and a trustworthy business tool. Prioritize configured knowledge over general Al
knowledge.

« Match capabilities to use cases - Not every agent needs code interpreter or
image generation. Choose features based on what your users actually need.
Simple instruction-based agents are often more effective than feature-laden
ones.

. Test systematically - Test each capability independently before combining
them. Use “Start a new chat” between tests. Verify that agents reference the
correct knowledge sources in their responses.

- Design for your audience - Tailor tone, language, and starter prompts to your
users’ context and expertise level. A sales team needs different guidance than
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an IT team.

« lterate based on feedback - Agents improve through use. Monitor how users
interact, what questions they ask, and where agents struggle. Update
instructions and knowledge sources accordingly.

- Balance automation and control - Code interpreter and advanced features
provide powerful automation, but ensure you understand what they’re doing.
Review generated charts and validate data interpretations.

# Conclusions & Recommendations

Copilot agent golden rules:

« Purpose before features - Define what problem your agent solves before
selecting capabilities. Features should serve purpose, not the other way around.

« Quality over quantity in knowledge sources - Five highly relevant
documents beat fifty tangentially related ones. Curate your knowledge sources
carefully.

- Test edge cases - Don’'t just test happy paths. Ask questions your agent
shouldn’t answer, request data that doesn’t exist, or provide ambiguous queries
to see how it handles uncertainty.

- Document your agents - Keep a record of agent purposes, knowledge
sources, and intended audiences. This documentation helps with governance
and future updates.

- Share and standardize - Once you've built effective agents, share them
across your organization. Create templates and patterns others can follow.

« Monitor and maintain - Agents aren’t set-and-forget. Knowledge sources
change, organizational needs evolve, and Microsoft adds new capabilities.
Schedule regular reviews.
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« Security and compliance first - Ensure your agents only expose data to
users who should have access. Review knowledge sources for sensitive
information. Understand how Microsoft 365’s security model applies to your
agents.

By following these principles, you’ll create Copilot agents that don’t just answer
questions—they transform how your organization accesses knowledge, analyzes
data, and accomplishes work. You’'ve progressed from basic concepts to advanced
capabilities, building the foundation for solving real business problems with Al.
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