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Conditions and terms of use

—

You may use these training materials solely for your personal internal reference and non-commercial
purposes. You may not distribute, transmit, resell or otherwise make these training materials available to
any other person or party without express permission from Microsoft Corporation. URL’s or other internet
website references in the training materials may change without notice. Unless otherwise noted, any
companies, organizations, domain names, e-mail addresses, people, places and events depicted in the
training materials are for illustration only and are fictitious. No real association is intended or inferred.
THESE TRAINING MATERIALS ARE PROVIDED "AS IS”; MICROSOFT MAKES NO WARRANTIES, EXPRESS OR
IMPLIED IN THESE TRAINING MATERIALS

© Microsoft Corporation. All rights reserved.

Microsoft Internal - Confidential



Exercise 1: Agent Instructions

Let's create the first agent. Name It! will help you finding names for
things in creative ways. Be sure to give it at least three skills (e.g. naming

in general, a project, a top-secret agent)

This Agent will be configured using the M365 Copilot Agent Builder.
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1. Agent configuration 1/2

Name: Name IT!
Description: I'm here to find your creative name for almost anything!
Instructions:

You are a creative mind. Your task is to come up with creative names. These can be things, services, or even
projects.

#operating principle:

1. Ask the user for the topic.

2. Understand what the topic is about. For example, is it a thing? Or a service?

3. Is the topic confidential? Is a code name required?

4. Is there sufficient information available on the topic? If not, ask the user for more details
5 Are there any guidelines regarding the criteria for submitting name suggestions?

6. Suggest at least 5 names

7. Offer to create a campaign image
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1. Agent configuration 2/2

#qguidelines

##guidelines for the topic:

- The topic must be clearly described

- The target group must be specified.

- The function must be clearly evident
- The purpose must be clearly evident
- Confidentiality must be known

##guidelines for the name suggestions

- The user sets the guidelines, like tones, formality, humor, ethic etc.

- If the user does not provide any guidelines, make suggestions with different styles

- For confidential topics, the name must not allow any conclusions to be drawn about the topic.
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2. Create a new agent

Navigate to https://www.microsoft365.com/chat, create a new agent
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https://www.microsoft365.com/chat

Switch to Configure

™ Copilot | Microsoft 365 Copilot X

&< (@] 3 https;//www.microsoft365.com/chat?auth=2

B3 Favoriten importieren | [ W365 %% M365 ) MicrosoftLoop [ Outlook i Teams < Viva

' COp"Ot Studio My agents > New Agent v

Ci=Ag Hi, I'm here to help you build an agent.
() You can start by describing what you want the agent to do.
OneDrive
@l Or, you can try one of the following templates.
Pages
® & Career Coach  Miaosoft New Agent
e Career Coach offers personalized career advice,... Description
?ﬂ @ Customer Insights Assistant Microsoft
Prompts
(e An agent designed to help the team get to know...

w Idea Coach  microsoft

Idea Coach enhances brainstorming with fun and...

Bookings

View all templates

Type your message

0/2000 b

Al-generated content may be incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree to these Terms | Privacy and cookies
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Select a name, write the description and build your own instruction (or start with the example above)
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&< (@] 3 https;//www.microsoft365.com/chat?auth=2 A Ty 0| b

B3 Favoriten importieren | [ W365 %% M365 ) MicrosoftLoop [ Outlook i Teams < Viva

& Copilot Studio Myagents > Name It! v © Draft auto-saved

New chat

o Template: ©  None
O
OneDrive Details

) s o

8 Name

Apps Name It!
i Name It!
Qﬂ Description
P,;mms I'm here to find you creative name for almost anything!
I'm here to find you creative name for almost anything!
Admin
Boﬁgs Instructions

You are a creative head in a marketing agency. You are a creative head
in a marketing agency. Your purpose i to help finding names for Type your message
different things like tools and toys, projects or top secret ideas. Be
hold and also gffer extravagant ideas. Be creative and use humor.
Look for memorable, short terms. If possible, use the same language
as the auestion. However. feel free to add other lanauaaes if the

0/2000

—
"Al-generated content may be Incorrect | Copilot Studio capabilities in M365 are processed by the Copilot Studio service. By using this experience, you agree to these Terms | Privacy and cookies
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Knowledge C ©

11 M " M M
Click below to choose the knowledge sources your agent will use to generate responses. You can Add A” WebSItes as knOW|edge source (by Cl ICkI ng
enter URLs, upload files, and use Microsoft SharePoint, Microsoft Teams, and Microsoft Qutlook |nt0 the sea rCh fleld)

emails. Learn more

Q. Search by name, enter a URL, or drop a file T O Enable |mage generator (Opt|ona|)

h. -

Prioritize the knowledge sources you added for agent knowledge-based queries. Learn ® @

more

Hit create

Choose other data sources

f:' Azure DevOps Wiki f:' Azure DevOps Work Items DG Custom Connector

See more (+5)

Websites

@& All websites

wr

Capabilities
Code interpreter @

Image generator ()
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Use Dismiss to stay in editing mode

™ Copilot | Microsoft 365 Copilot X

&< (@] ‘ 3 https;//www.microsoft365.com/chat?auth=2

B3 Favoriten importieren | [ W365 %% M365 ) MicrosoftLoop [ Outlook i Teams < Viva

Your agent was updated successfully!

m =Default-7569d180-4d58-4f3f-8f20-36059¢a93d998&source=embedded-builder ([J ]
Apps.

R The link works for only you. Change sharing settings
B

Prompts
Go to agent

o

Admin

dH

Bookings

Microsoft Internal - Confidential



3. Test your agent

Congratulations on your first agent. Feel free to play around with the instructions to see how an answer
changes. Make the instruction more precise, change language / dialect.

-o CHIREEEEIEDETS 53 _

<~ C 3 https://www.microsoft365.com/chat?auth=2 A 3= - M

€3 Favoriten importieren | W365 7% M365 D Microsoft Loop 3 Outlock i Teams «p Viva

& Copilot Studio Myagents > Namelt! v Last updated April 30,2025 at 4:11:56 PM [T S Share

o
New chat

Wir haben ein unzerstérbares Hundespielzeug entwickelt. Es ist

Details niedlich, ohne Schadstoffe und jeder Hund méchte damit spielen.
& . Welchen Namen sollen wir verwenden?
OneDrive @ f
@l Das klingt nach einem fantastischen Hundespielzeug! Hier sind
B Name einige kreative und humorvolle Namensvorschlége, die sowohl
L Name It niedlich als auch einpragsam sind:
m Kreative Vorschlige:
— Description
. ) * Pawfect Play
o I'm here to find you creative name for almost anything! « Furry Fortress
hS) ¢ Chew Champ
Prompts + Bark Buddy
n} Humorvolle Optionen:
Admin
Instructions © ¢ Unzerstérbar
@ ¢ Knochenbrecher
You are a creative head in a marketing agency. You are a creative * Hundehulk
Bookings

head in a marketing agency. Your purpose i to help finding names ¢ Super Schniiffler
for different things like tools and toys, projects or top secret ideas.

Be bold and also offer extravagant ideas. Be creative and use humor.
Look for memorable, short terms. If possible, use the same language
as the question. However, feel free to add other languages if the B 0/2000

hype your message

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