Create Your First Agent in Microsoft
Copilot Studio

Create and publish your first intelligent copilot using Microsoft Copilot Studio.

Lab Details

Level Persona Duration Purpose

After completing this lab, participants will be able to create
their first agent in Microsoft Copilot Studio, manually author
40 topics, test the bot, and publish it for external testing.
100 Maker i o i ) )
minutes Participants will learn the fundamentals of Copilot Studio
including topic creation, message and question nodes,

testing, and deployment.
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e Summary of Targets
» Use Cases Covered
« Instructions by Use Case

o Use Case #1: Create an agent and topic

o Use Case #2: Publish your agent to the demo site

Why This Matters

For new Copilot Studio makers: You might feel unsure about where to start or how much time
it will take to create something valuable.

Think of building a bot like assembling a LEGO set:

» Without Copilot Studio: Tedious setup, disconnected tools, high learning curve.

» With Copilot Studio: Guided experience, intuitive Ul, faster time to value.
Common challenges solved by this lab:

» “l don’t know how to start a copilot.”
« “The interface is overwhelming.”
» “l want a quick win to show value.”

» “I'm not a developer—can | still build a bot?”

You'll get value fast—just 40 minutes to build your first functional agent.

Introduction

Microsoft Copilot Studio simplifies the creation of intelligent bots by providing a unified canvas
for conversational logic, Al integration, and publishing.
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Real-world example: A customer support team wants to automate responses to order status
inquiries. Instead of relying solely on human agents, they create a copilot that responds to
common order-related questions 24/7, improving customer satisfaction and freeing up employee
time.

This lab gives you the skills to build such a bot from scratch, test it, and publish it for
feedback—all without writing code.

Core Concepts Overview

Concept Why it matters

A container for all your topics and configurations—a digital assistant you

Agent
can deploy.
Ton Defines how the agent responds to user input; it's the unit of conversation
opic
P logic.
Message Node Sends information to the user—key for communication.

] Captures user input and stores it in variables—enables dynamic
Question Node ]
conversations.

Generative Al ) ) ) )
) Speeds up topic creation and orchestration using LLMs.
Integration

Publishing Makes your agent available for users via web or Teams.

Documentation and Additional Training Links

» Microsoft Copilot Studio Overview (https:/learn.microsoft.com/en-us/microsoft-copilot-studio/overview)
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o Copilot Studio Authoring Guide (https://learn.microsoft.com/en-us/microsoft-copilot-studio/authoring)
» Power Platform Documentation (https://learn.microsoft.com/en-us/power-platform/)

» Publish and Share Copilots (https://learn.microsoft.com/en-us/microsoft-copilot-studio/publish)

Prerequisites

« A computer with internet access
» Access to a Microsoft tenant with Copilot Studio (trial or licensed)

» Generative Al setting must be set to “Classic (https://learn.microsoft.com/microsoft-copilot-

studio/advanced-generative-actions#turn-off-generative-orchestration-for-an-agent)”

Summary of Targets

In this lab, you'll build a complete agent and publish it for testing. By the end of the lab, you will:

» Sign in and create a new agent

» Understand the Ul of Copilot Studio

» Manually create a topic with triggers, questions, and messages
» Use Copilot to auto-generate topics with Al

» Test and publish your agent to a demo site
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Use Cases Covered

Step Use Case Value added Effort

Build a usable agent with Al-

30
1 Create an agent and topic augmented and manual i
min
authoring
Deploy your agent and 10
2 Publish your agent to the demo site gather feedback from test ]
min
users
Instructions by Use Case
Use Case #1: Create an agent and topic
Build your first copilot and create a topic to handle customer order status.
Estimated
Use case Value added
effort
Create an agent and Build a usable agent with Al-augmented and manual ]
i i 30 minutes
topic authoring

Summary of tasks
In this section, you'll:

» Sign in to Copilot Studio
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Create an agent using the guided interface

Explore the Ul

Manually create a topic and use the Al to create another

Test your agent

Scenario: You work for Contoso and want a copilot to help customers check order status and
open support tickets.

Objective

Create a fully functioning agent with one manually authored topic and one Al-generated topic.

Step-by-step instructions

Sign in and create an agent

1. Navigate to copilotstudio.microsoft.com (https://copilotstudio.microsoft.com).

2. Make sure you're in the correct environment by looking at the top right corner. In these labs,
the environment name should start by “DEV -”. ### Define your agent through
conversation

3. From the Microsoft Copilot Studio Home page, describe your agent to create it.

I want to build an agent for my customer support. It is an assistant for
Contoso customers, helping to answer common questions and help with common

tasks, like checking an order status
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- > Environment =
& Copilot Studio B power CAT Learning We. & 7 (v

----- * Describe your agent to create it
(%e A n ‘ Helpdesk ‘ Expense tracking ‘ HR and benefits
@ . I'want to build an agent for my customer support. It for Conte tomers, helping to answi

common questions and help with common tasks, like checking an order status

) 2

[ L] [ L]

T
v

This Al-powered feature above is currently in preview. See terms and supplemental terms

Recent See mor
Name Type Last modified Last published Owner
(% " Remi's Agent Agent Thomas Margand 2 hours ago 5 hours ago Thomas Margand
Explore agents See mor

Tempiates are urrently a presiew fesiure See upolementa e

&

Safe Travel

a eir hierarchy ort
guidelines. knowledge. organization using Microsoft Teams. tickets.

Financial Insights

Store Operations

Helps financial services professionals
Improve the efficiency of retail frontline P P
get quick and accurate info from their
workers by enabling easy access to store g
rg's financial documents and other
procedures and policies
available resources

image-20250630151311597

4. When asked about a name for your agent, respond:

Let's go

5. You will get redirected to a conversational experience to further customize your agent. You
can provide further details to the description (you can decline to do so), and you will also
be prompted for a tone of voice.

Playful tone, joyful, customer focus, but professional

6. You will also get asked for publicly accessible websites to get information from.

Information should come from https://learn.microsoft.com/microsoft-copilot-

studio and from https://www.microsoft.com/microsoft-copilot

7. Don't forget to confirm the utilization of the website in the chat panel.
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Contoso Customer Assistant

Information should come from https://learn.microsoft.com/en-
us/mierosoft-copilot-studio/ and from
https//www.microsoft.com/en-us/microsoft-copilot/

Great, your copilot will use information from

https://learn.microsoft.comy/en-us/microsoft-copilot-studio/ 7 and
https://www.microsoft.com/en-us/microsoft-copilot/ C.

Are there any topics or tasks this copilot shouldn't help with or talk
about?

We don't want to discuss other brands like Fabrikam. Never provide
product comparisons with competitor technologies.

Understood. Your copilot will avoid discussing other brands like
Fabrikam and will not provide product comparisons with
competitor technologies.

Perfect, you're all set to test out your new copilot! Or feel free to
keep making changes and let me know when you're done.

im done
Alright, let's test out your copilot!
Type your message
) >

p— ... 8

Contoso Customer Assistant
© Language: English (en-US)
Edit language.

9 Assists Contoso customers by answering common
questions and helping with tasks such as checking
order status.

9 Your name is Contoso Customer Assistant. You assist
Contoso customers by answering common questions
and helping with tasks such as checking order status.
Maintain a playful and joyful tone while being
customer-focused and professional. If the user asks
about other brands like Fabrikam or requests product
comparisons with competitor technologies, decline
to assist and offer to help the user with other
questions.

9 Gets its knowledge:
@ Confirm that your organization owns the website(s) whichi
will be used to enable Bing search results.

https://learn.microsoft... [ ] Confirm

https://www.microsoft... [ ] Confirm

8. You will also get asked topics or tasks the agent shouldn’t help with or talk about.

We don't want to discuss other brands like Fabrikam. Never provide product

comparisons with competitor technologies.

9. Go to Solutions (under the ... menu in the left-hand bar navigation). If you completed

the setup lab, select the solution you had created. If you don’t have a solution, create a new

one.
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Environment
DEV - User PZHCRG36 o7 @

Skip to configure @

(C Restart agent creation

Contoso Support Assi
i E@B Edit advanced settings

(v) Language: English (e@

_ X Cancel agent creation
Edit language

() I am an assistant for Contoso customers, helping to
answer common questions and assist with tasks like
checking order status.

() - Assist Contoso customers by answering common
questions and helping with tasks such as checking

10. After attach your agent to the right Solution, select Create button.

Congratulations! You’ve created Contoso Support Assistant !

Finalize creation

11. Disable the Generative Al Orchestration feature to switch back to manual topic triggering.
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Details

Name

Contoso Support Assistant
Description

2 Edit

An assistant for Contoso customers, helping to answer common questions and assist with common tasks, like checking an order

status.

Orchestration

Use generative Al to determine how best to respond to users and events. Learn more

Response model

GPT-40 (default)

12. Test your copilot with Standard Orchestration.

[INOTE]

Manually create your first topic

1. Navigate to Topics tab
2. Create From blank, name it Check Order Status

r -1
“¢ Contoso Support Assistant (3 Overview Knowledge Tools  Agents

& |Check Order Statug| ™ ~ [%M

D v

@ Trinaer

3. Add trigger phrases:
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@ ) Disabled

Topics  Activity  Analytics

x}

Variables Topic checker  Details More

The Test agent pane shows that a message has already been sent to you from the
copilot. This message was sent from the Conversation Start topic, which begins
automatically. At the Ask a question or describe what you need prompt, at the
bottom of the Test agent pane, enter Hello and then select the Send button.

Channels
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order status

track my order
where is my package
check order status

has my order shipped

AR
“» Contoso Support Assistant (> Overview

& Check Order Status

9 v

image-20250630161253327
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Knowledge  Tools

]

Copilot

(7] Trigger

B S it

Phrases
No phrases to show

Agents

o Usersays a phrase

|
5

Topics  Activity  Analytics  Channels

Variables Topic checker  Details More m

& On Recognized Intent 5

Phrases

To start learning, the agent needs 5-10 short
trigger phrases.

Show writing_tips
Add phrases

Phrases teach the agent different ways someone might
ask about this topic. Natural language understanding

helps identify a topic based on meaning and not exact

WOrds.

ordler statys
Sragk my order
whers i (y package
check order status
has my order shipped

To add items in bulk, paste in line-separated items or

use Shift+Enter to create line separation or
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[ITIP]

o The Display name is used in case of disambiguation (for example, when
multiple topics match a user utterance, the user is prompted to choose
between two or three recognized topics, in a “Did you mean...” question.

o When generative Al orchestration is used instead of the built-in natural
language understanding for topic triggering, the display name is called the
Model display name and is used in addition to the Model description as part
of the intent detection process.

o The Details pane is also where you can configure topic input and output
variables. This is useful when the topic is invoked by another topic, or when
generative Al orchestration is turned on, effectively using a large language
model to slot fill the necessary variables and automatically prompting the user
for missing inputs.

4. Select Save.

5. Add a Question node

What would you like to do with your order?

in the field and then set the Identify value to User’s entire response. This node is asking
the question after the topic is triggered about what the user wants to do. The Publish demo
exercise extends this task to using entities and slot filling.

6. Save user response to variable 0rderRequest
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>

@ Question Text v ses

What would you like to do with your order?

|dentify

B8 User's entire response >

Save user response as

{x} OrderRequest string >

image-20250630162138827

[ITIP]

o Itis a best practice to always properly name variables so they can be clearly
identified when you reference them in your logic, and it also adds clarity when
doing tests and checking the variable values at runtime.

o Customers and partners can define and follow nhaming conventions for their
variables, for consistency and ease of maintenance.

7. Add a Message node

Thank you for your question!
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8. Add Go to another topic > End of conversation
I
x 0
(D) Paste
f;:) Send a message
(2 Ask a question

Ask with adaptive card o” Go to another topic

£1 Add a condition () End current topic

{x} Vvariable management > & End all topics
(& Topic management @ % & Transfer conversation
[/ Add a tool > = Go to step

F= Advanced ) ‘ (%) End conversation \

image-20250630162640337
9. Save your topic
10. Reinitialize your Test pane

11. Test with I'd like to check the status of my order

Create a topic using Copilot
1. Go to Topics > Add a topics > Create from description with Copilot
2. Name: Support Ticket

3. Description:
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Create a support ticket, including a title, severity (high / medium / low),
description and an email address to send update notifications to. Define

variables following this naming pattern: Topic.TicketTitle.

4. Click Create
5. Click Copilot icon and ask Copilot :

Ask a question to find out the preferred contact method, choosing from email,

phone or SMS.

6. Save and Test with I have an issue with my laptop and need to open a support
ticket

Congratulations! You’ve completed Use Case 1!

Test your understanding

Key takeaways:

« Unified Ul — Central place for authoring, testing, and publishing
« Manual + Al authoring — Combine both for speed and control

» Variables and nodes — Enable dynamic, personalized flows
Lessons learned & troubleshooting tips:

« If your bot doesn't respond, make sure you clicked Save
» Refresh the test pane to reset the conversation

o Use clearly named variables
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Challenge: Apply this to your own use case

» What is one process in your company you could automate?
« What trigger phrases would users likely type?

» Try creating a topic for it using Copilot

Use Case #2: Publish your agent to the demo site

Let external users test your agent before going live.

Estimated
Use case Value added
effort
Publish your agent to the Deploy your agent and gather feedback from .
) 10 minutes
demo site test users

Summary of tasks
In this section, you'll:

« Change authentication to public
o Publish your bot

e Share and test via demo website

Scenario: You want to share your bot with colleagues or stakeholders for feedback without
requiring sign-in.

Step-by-step instructions

Modify the agent settings to enable access from external users

1. Go to Settings > Security > Authentication
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2. Set to No authentication

3. Save settings

Settings X

&

Generative Al
< Authentication

Agent details . . . .
& Ag When enabled, your agent will use the selected LLM's stored information and understanding to
é s it generate responses.
ecurity

3£ Connection Settings Choose an option

[@ No authentication /y
8 Authoring Canvas Publicly available in any channel
ab Entities (O Authenticate with Microsoft

Entra ID authentication in Microsoft Teams, SharePoint, Power Apps, or Microsoft 365 Copilot
& skills O Authenticate manually
= Set up authentication for any channel

& Voice

9% Languages .
ave

4. Close setting panel

5. Go to Channels tab > click Publish

Publizh this capllat

Lot 1 G b riis D sanlanh e ebie sos o 108 ctanek Lo o osrdes

[y

“ Frd

6. Wait for green confirmation banner
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[ITIP]
o When you've created your real copilot, you'll publish whenever you want to
make updated topics available in your deployed channels.

o You may disregard the risk warning, as it is triggered by the deactivation of

authentication.

Validate your agent’s behavior on an external testing website

7. Select Demo Website channel
8. Click the Copy button to copy the demo website URL

& Copilot Studio Demo Website X

You created a agent. Great job! Let's set up a website to share with team members so they can try

Contoso Support Assistant @ Overview  Knowledge Tools ~ Agents  Topics  Activity ~ Analytics  Chan
your agent.

Draft agent status
9 Welcome message

Introduce your agent and its purpose to your team members.

/s Review the following before publishing

Try out the agent we made! ‘

Published agent status

@ Published by User PZHCRG36 6/30/2025, 4:42 PM ® 11

Conversation starters
[N There are risks to review in your published agent
Provide some common trigger phrases to help your team members start a conversation with your

B agent.
Your agent does not require end user authentication Authentication setf] 9
Allowing anonymous end users to chat with your agent allows anyone to access content added to your "Hello"
agent. Learn more “Start over"
“Talk to a person”
Share a preview Microsoft channels

Share your website

&5 Teams and - To invite team members to see your agent in action, copy the link below.

= SharePoint
Microsoft 365 Copilot htp: i io.microsoft.c i 25a6-7485-e9ee-afcb-49dd: ‘ Copy ‘

2 Webapp 9 Native app ﬁ Facebook

$ Demo website
Yo

Other channels

9 Slack Telegram @ Twilio

Line GroupMe &) Direct Line Speech - —
Save ‘ Cancel

9. Open the demo URL in a private browsing session
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m Microsoft Power Platform & Leam more about Microsoft Copilot
Studio

Try out the chatbot we
made!

Here are some things my bot can help you with:

Contoso Support Assistant

Hello, I'm Contoso Support Assistant, a virtual
assistant. Just so you are aware, | sometimes use Al
to answer your questions. If you provided a website
during creation, try asking me about it! Next try
giving me some more knowledge by setting up
generative Al

3 minutes ago
I have an issue with my laptop and need to open a o

support ticket

- on
“  Please provide a title for your support ticket.

Error of code e

Please select the severity of your issue.

Justnow

Justnow
e

Type your message

Legal Privacy & cookies

10. Test with I have an issue with my laptop and need to open a support ticket

Congratulations! You’ve completed Use Case 2!

Test your understanding

» What's the difference between publishing and saving?

« Why might you use the demo site versus a Teams deployment?

» How would you collect feedback from testers?
Challenge: Apply this to your own use case

o Think of an internal pilot you could run

» Who are your first testers?

« Share the demo site and gather feedback

Create Your First Agent in Microsoft Copilot Studio

Page 19 of 20



Summary of learnings

To maximize your Copilot Studio experience:

« Start simple — One topic can already solve a business problem

» Use variables — Make your bot interactive and context-aware

Leverage Copilot — Let Al handle repetitive steps

» Test often — Use the pane to quickly iterate

Publish to share — Gather real feedback early

Conclusions and recommendations

Copilot Studio golden rules:

« Name agents and topics clearly

« Save and test often

Use Al to accelerate, not replace design

Avoid unnecessary complexity early on

« Always end conversations properly

Use demo site before full deployment

By following these principles, you'll be well on your way to building intelligent, useful agents that
drive real value.
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