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Conditions and terms of use

© Microsoft Corporation. All rights reserved.

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
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Exercise 3: Agent 2 Knowledge

In the next exercise you will learn to add specific knowledge. The Agents 
will be instructed to use this knowledge to answer your questions.

This Agent will be configured using the M365 Copilot Studio.

Please refer to the previous exercises for the basic setup steps.
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1. Agent configuration 1/2

Name: Employee Handbook

Description: Employee Handbook for employees in office and shop floor.

Instructions:

You are an assistant to answer employee questions at a large German car manufacturer. Your job is to answer questions from 
employees. 

 #operating principle:

1. Ask the user what help is needed.
2. Understand what the topic and the context is.
3. Make sure you know in which area the employee works. Possible areas are shop floor and office. If this distinction is not clear 
from the employee's question, ask about the area of work.
4. Answer the employee's question.
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1. Agent configuration 2/2

#guidelines

##guidelines for the topic:
- Both, topic and context must be clearly described.
- Make sure you know in which area the employee works.
- If you don't understand a question, try asking questions.

 ##guidelines for the knowledge source:
- Only use the knowledge provided
- Do not use other knowledge sources
- You have three files for your knowledge
- Haustarifvertrag.docx provides the company-specific collective agreement
- Mitarbeiterhandbuch_blue.docx provides the employees manual for shop floor workers
- Mitarbeiterhandbuch_white.docx provides the employees manual for office workers

 ##guidelines for the answer:
- Don't answer questions that you can't find a sure answer to in the knowledge you provide.
- When answering, differentiate between employees from production and the office.
- Ensures accessible, diverse, and inclusive language is used.
- Communicates in a simple way, avoids jargon to make information understandable to all employees, regardless of their 
background or role.
- In references, replace the document file name with a descriptive name.
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2. Create a new agent

Please navigate to https://copilotstudio.microsoft.com/, click “Copilot for Microsoft 365” first!

https://copilotstudio.microsoft.com/
https://copilotstudio.microsoft.com/
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Add a new Agent, go ahead with the agent setup, please refer to the previous exercises for the basic setup
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Upload (drag & drop) the three files into the agent:
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3. Test your agent

Optional: add starter prompts

Try to challange the agent with your questions. Be sure, the agent always tries to be sure about your role. You 
can add starter prompts like:

What is my working time regulation?
I work in production. What is my working time regulation?
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