% How to Create Your Own Agent -

What Is Co-pilot Studio Agent?

» Co-pilot Studio Agent is a smart helper that you can create yourself. It
answers people’s questions, makes work easier, and gives support through
apps like Teams, websites, or mobile phones. You don’t need to know coding
to build it — just follow easy steps, and your assistant is ready. It helps finish
tasks faster and in a better way.

> To get started, go to copilotstudio.microsoft.com and create your
account there.

Note: You must use your work account (e.g., yourname@company.com) to sign
in Personal accounts like Gmail or Outlook won’t work.

Once your account is ready, you can start building your own smart agent by following
simple steps.

» Once logged in, the interface will appear as shown in the image.

+ Describe your agent to create it

l Helpdesk H Expense tracking H HR and benefits ]

everyday words to describe what your agent should do

Features labeled as 'preview’ are subject to supplemental terms. See terms,

Recent See more
Name Type Last modified Last published Owner Protection status Engaged sessions
@ Agent Agent # Microsoft Copilo...  1hour ago (@ Protected 0
Explore agents See more
fﬂ Website Q&A ﬂ Voice m Safe Travels
> You will see options on the left side like Home, Create, Agent, Flow,
Tools, etc.

To make your own agent, click on the Create option.
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Start with an agent template

) Website Q&A
J Agent template
Instantly answer user questions using the content of your

website or other knowledge.

Al + Machine Learning | | Customer Service

@ Financial Insights
Agent template

Help financial services professionals get quick and concise
info from their org's financial documents and other
available resources.

Finance | | Financial Services

AR 1T Hnlndacl

@ Voice
Agent template

An agent with voice capabilities.

Al + Machine Learning

Benefits
Agent template

Benefits Agent provides personalized information on
various benefits offered by the employer that are tailored to
employee's unique circumstances.

Human Resources

I Qe

= Filter

Safe Travels
Agent template

Provides answers to common travel questions and related
health and safety guidelines.

Q Search agents

Government

Enable Public Sector organizations to build an agent with
their publicly available websites to assist citizens navigate
services and information.

Citizen Services

Agent template

Customer Service | | Government

Now you will see the “New Agent” option here — click on it to start.

Agent
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Ty Copilot

Hello! I'm here to help you build an agent so you can get more done. You can say

something like ‘provide best practices for project management’ or 'help my

teammates onboard to a new project’.

What would you like to make?

Type your message

B

The conversational creation experience and resulting agent will contain preview features. By using the Al features labeled preview, you agree to the

supplemental preview terms. For other Al features, you agree to the

I terms. See preview terms and terms

describe what your agent will do.
Just write the purpose in the box — and your agent will be created

automatically.

Skip to configure m

Agent
(©) Language: English (en-US)

Edit language

> After clicking “New agent,” a screen will appear with a box asking you to

You can also skip this step if you want and click Create to continue.




Name Core Agent

Give your custom agent a descr

() Language: English (en-US)

Core Agent Edit language
(5 Change icon QNA Agent.
Used to represent the agent. Icon should be in PNG format and less than 30 KB in size. You are a helpful agent that can search content the

user is looking for.
Description
Use your own ur agent should help with, including your audience and end goa

QNA Agent.

Instructions

Direct the behavior of the agent, including its tasks and how it completes them.

You are a helpful agent that can search content the user is looking for.

» After skipping or configuring the setup, you’ll see a screen to create your agent.
« In the Name box, type your agent’s name (e.g., Core Agent).

e Inthe lcon box, you can choose an image for your agent.

e In the Description box, write something like QNA Agent.

e In the Instructions box, write how your agent should behave — for example:
You are a helpful agent that can search content the user is looking for.

e Then click on a create option, now your agent is created.

> In the Overview section, if your agent is disabled, click the toggle to enable
it.

Why Enable Orchestration? When you enable orchestration, your agent
becomes smarter.

It can:
e Handle complex questions

o Use multiple tools or knowledge sources
e Give more accurate and natural replies

e Work across different tasks without manual setup.
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@ Core Agent [“j Overview  Knowledge Tools  Agents Topics  Activity Analytics Channels Q Settings

CE?E » Test your agent oy G X
Details
Agents Name

° Core Agent

Description

oo QNA Agent.

TS Hello, I'm Core Agent, a virtual assistant. Just so you are
Orchestration aware, | sometimes use Al to answer your questions. If

you provided a website during creation, try asking me

Use generative Al to determine how best to respond te users and events, Learn more () Enabled about it! Next try giving me some more knowledge by
setting up generative Al
Response model 6 Q
GPT-40 (default)
Just now
Ask a question or describe what you need

Instructions o/2000 7 B

Make sure Al-generated content is accurate and appropriate befare
using. See ten

v This will activate your agent and make it ready for use.
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