+ . Agent
dovetail # Builders

Build your first Al agents with
Copilot Studio

A step-by-step guide for your first go at Copilot Studio.

Version 2 - Workshop edition

Before you start

Read this page first.

What you’ll build today

1. Agent 1 — a knowledge grounded agent that answers questions from an HR policy

document.

2. Agent 2 — a workflow agent that saves a PDF to SharePoint and posts a message in
Teams.

3. Agent 3 — a computer-use agent that browses a website on your behalf and retrieves
key information.

Housekeeping

1. Sign in with the workshop account on your paper slip. Do not use your own — or your
work - Microsoft account.

2. Work in one private browser window and keep it open. Close it and you’ll be signed out of
everything.

3. Putyour name on every agent and flow you make. We’re all in one tenant, so it gets
confusing fast otherwise.

4. Things take a minute or two to provision. Leave them to it, don’t refresh or click twice.

5. Please don’t change any passwords, permissions, connections or settings the guide
doesn’t mention.

A grey box contains text to copy. Copy everything inside the box, exactly as it is written.
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Setup: Sign in and download the workshop files

Everything happens in one private browser window. Set that up now.

1. Open a private window in your browser.

A\ Everything from here on happens in this one private window. Don’t open
these pages in your normal browser window.

2. Click into the address bar at the top, type “SharePoint login”, and press Enter.

3. On the results page, click the Sign in to your account link, shown in the red box
below. It sits under myapps.microsoft.com.

-] Q. sharepoint login inPrivate )

ALL @) searcH IMAGES VIDE: AR NEW capiL 1 MORE

A M s
W py myapps. microsoft.com Deep dive into sharepoint...
Sign in to your account

). SharePoint login online

No account? Create one! Can't access your account? Terms of use Privacy & cookies

SharePoint, Team Collaboration Software Tools
J = document management platform used by (1, SharePoint online sign in

Micr av
microsoft 365
See results only from myapps microsoft.com Q SharePoint login
as Microsoft Q office 365 SharePoint
https:fwww.microsoft.com » en-us ) |0gi|1

Microsoft SharePoint _ _
: 1 SharePoint login portal

Microsoft s web-based collaboration and document management platform used by

organizat

), SharePoint sign in log

w.office.com

Office 365 login

), SharePoint login 365

M

Click the "Sign in to your account" result, not the SharePoint one below it.
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4. If you have been automatically signed into one of your own accounts, then please select
our account and click “sign in with a different account”.

19 myapps.microsoft.com,

a
_ Pivotal Edge Al Sign out
Workshop Demo 07
Apps dashboard R Addapps @ Create WD | Semevetigentbuiderson
wo Workshop Demo 07 Vie aunt
demalT @dtAgentluilders D _— - -
e L= 1
Switch ocrganisation
() Home Y
Apps ([ F,) signin with a different account
;‘_J; My Account W —
| B myapps v Apps & Settings
Eo i My Groups W
%u e ﬂ E ‘ ' ‘ a
Add-Ins Bookings Calendar Clipchamp Connections Engage
Excel Forms Insights Kaizala Learning Learning
Activities
v
"

5. Enter the email address and password from your paper slip. If you are asked to stay
signed in, click Yes.

6. You're now on the My Apps page. Scroll down and click the SharePoint tile, shown in
the red box below.

Apps
Jw Jimi Hughe - - | — W L
warkshopad
Leamning Lists Loop OneDrive OneNote Outlook
Activities
() Home
& My Account ~ Ff:{ : : 2 :
I B My Apps ’ &
& My staff People Planner Power Apps Power Power Pages PowerPaint
Automate
&5 My Groups v
() Manage Agents (Preview) 5 ;ﬁ a g ‘I [ ] v
& Give feedback
Purview Security SharePoint Sway Teams To Do
Visio Viva Whiteboard Word v

The SharePoint tile on the My Apps page.

/\ Leave this My Apps tab open. You’ll come back to it in Agent 2 to open
Teams.

7. In the left menu click Sites. Then click the Agent Builders card in the middle of the
page.

. Age-nt ....: Page 3 of 28
¢ Builders °



8. Ifyou can't see the agent builders site in SharePoint, then use this link below. Make sure
to right click, copy the link and then paste it into your private browser window —
otherwise it might open in your normal browser and automatically sign into your
personal account. Agent Builders - Home

i3 SharePoint L search in SharePoint & ? H

! DO Discover -
.
A 8 ovren Sites
publish
s %
St | @& sites Favorites Suggested Q. Search by name
Build
> News
Gz & People Agent Builders Communication site <
VBl Ooened 43m ago cSs T
Yy Favorites
O Recent items 5\ Home No recent activity
Is trending
Recent sites
B Agent Builders

[ Communication site

Sites in the left menu, then the Agent Builders card.

9. You're now on the Agent Builders site. You'll come back here in Agent 2 to check the file
your agent uploads.

10. Leave this SharePoint tab open.
11. Open another new tab and go to the workshop downloads page:

Copy this:

https://agentbuilders.pro/[DOWNLOAD PAGE - TBC]

12. Download both files from that page:

The two files you need:

Sample HR policy.docx
Sample PDF.pdf

13. Check where they saved. On most machines this is your Downloads folder.

v/ CHECK: You have two files in your Downloads folder: the HR policy and a PDF. You’'ll
need the HR policy for Agent 1 and the PDF for Agent 2.
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https://dtagentbuilders.sharepoint.com/sites/PivotalEdgeAI

Agent 1: Build a knowledge agent

This agent answers questions from a document you give it. You'll upload an HR policy, then
check it answers from the policy and admits when it doesn’t know, rather than making
something up. This is a simple demonstration of knowledge grounded agents in Copilot
Studio.

Open Copilot Studio

1. Open a new tab in the same private window. Type Copilot Studio in the address bar
and press Enter.

2. Scroll down the results and click Sign in to your account under
copilotstudio.microsoft.com, shown in the red box below.

an Microsoft ) . .
®% https://www.microsoft.com > en-us Deep dive into COpllOt studio

Microsoft Copilot Studio | Create Al Agents
Q_ copilot studio login

—
e & o, D : - See More (7 Q copilot studio free
&L!’r\' . b version
: A

copilot studio download
Copilot Studio is an end-to-end conversational Al platform that empowers you to create agents using

natural language or a graphical

microsoft copilot

@ Mcasms
https://copilotstudio.microsoft.com.mcas.ms - eia

o copilot studio pricing

Sign in to your account

Can't access your account? Terms of use Privacy & cookies
copilot cowork

Videos of Copilot Studio > copilot studio license

Rlo|R|Lo]| L]

2 # 1 Co-Pilot Studio Re... R Studio . Best Features Of s Microsoft Co-Pilc > copilot studio

documentation

How to Use Microsoft Copilot

4
g Studio (Step-by-Step Tutorial)

Copilot St#io

Click the copilotstudio.microsoft.com sign-in link.

3. Sign in with the same workshop account from your paper slip.

4. If a blue banner appears offering the New Copilot Studio experience, click the X to
close it.

5. Ifyouland on the new experience by default, then make sure to switch back to the old
interface or the screenshots in this guide won't make sense.

A Don’t click "Try now" on that banner. The new experience is not used in
this workshop and the screens won’t match this guide.
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6. Should look like this below

; . Environment o
& Copilot Studio 8  pgent Builders (default) & 7 ()
Home
& New Copilot Studio experience Improved task completion, deeper workflow integration, and more accurate responses
Agents
3o . i1d?
What would you like to build?
(=33
=}
Tools O Agent %o Workflow
Start building by describing what your agent needs to do
Start building from scratch
' pa— *

Agent Computer-using agent New agent flow

Answers questions and takes action on Let agents accomplish even more across Powerful automations speed up your

your website, in Microsoft Teams, and apps and websites processes with ease and security in mind

more.

Create the agent

1. In the left menu click Agents.

2. Click + New agent.

3. Click Blank agent.

4. Wait a minute or two while it provisions. Don’t refresh the page.

5. Inthe Name box, type this and replace [your name] with your actual name:

Copy this:

Knowledge Agent - [your name]

6. Inthe Description box, type:
Copy this:

Answers questions from the supplied HR policy.

7. Click Save.

v/ CHECK: Your agent is created and its name shows at the top of the screen.
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Give the agent its instructions
1. On the Overview tab, find Instructions and click Edit.

Environment

# @ Copilot Studio 8 gent Builders (default) & 7 (m)
0} ; ‘ i ; x|
¥ ” Testlng r“; Overview Knowledge Tools Agents Topics Activity Evaluation Monitor Channels Q Publish Settings e T"
ame s
0 @ vour request completed successfully. X
Agents Test your agent @ (@~ K- X
2 .
+0 Details £ Edit
Flows
. ” Name
od
B Testing

Description

Nane provided

Agent status

1Warning Review
Hello, I'm Testing. How can | help?
Select your agent's model
Your agent will primarily use the model for reasoning and responding. Experimental models are subject to preview 49
terms. Learn more
ust no

GPT-5.5 Chat ~

Instructions /200 i @

You are a helpful HR policy assistant. Answer using the supplied HR
policy only. Keep answers clear and concise. If the answer is not in
the policy, say you could not find it and suggest contacting HR.

Do not guess.

3
2
2

You're testing your agent’s real resy

o here, Make sure Al-generated cantent is accurate and

using. See terms

2. Delete anything already in the box, then paste the text below.

Copy this:

You are a helpful HR policy assistant. Answer using the supplied HR
policy only. Keep answers clear and concise. If the answer is not in
the policy, say you could not find it and suggest contacting HR.

Do not guess.

3. Click Save.

4. Still on the Overview tab, scroll down to find the Web search setting and turn the toggle
OFF.

)
” Testing (53 Overview Knowledge Tools Agents Topics  Activity  Evaluation  Monitor  Channels Q Publish Settings o
Test your agent (173 v [x) B X
Instructions £ Edit y g G

You are a helpful HR policy assistant. Answer using the supplied HR
policy only. Keep answers clear and concise. If the answer is not in
the policy, say you could not find it and suggest contacting HR.

Do not guess.

Knowledge + Add knowledge
Add data, files, and other resources to inform and improve Al-generated responses.

I\ Hello, I'm Testing. How can | help?
Add knowledge ISR
A minute aga
Web Search
Enable your agent to search all public websites. Learn more .'._ ) Disabled Ask a question or describe what you need
072000 P @

Tools + Add tool
Add tools to empower the Al to complete specific tasks for improved engagement. Learn more. You're testing your agent's real responses and capabilities. Find
Work IQ i troubleshooting help here. Make sure Al-generated content is accurate and

@ ) Dpisabled Jpropriate befors using. See terms
The intelligence layer that personalizes this agent to you and your organization. Learn more o appropriate before using. See term;

A\ If you leave web search on, the agent will augment its answers from the
internet instead of strictly referencing the HR policy.
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v/ CHECK: The web search toggle is grey and switched off.

Add the HR policy as knowledge

1. Click the Knowledge tab along the top of the page.

Click + Add knowledge.

Click Browse files from your computer.

Choose the Sample HR policy file you downloaded in Setup, then click Add.
Wait for the file to finish processing. This can take one to two minutes.

AN S

“ Testing (4 Overview Knowledge Tools Agents Topics  Activity  Evaluation Monitor  Channels

GPT-5.5 Chat ~

Instructions £ Edit

You are a helpful HR policy assistant. Answer using the supplied HR.
policy only. Keep answers clear and concise. If the answer is not in
the policy, say you could not find it and suggest contacting HR.

Do not guess.

Knowledge ~+ Add knowledge
Add data, files, and other resources to inform and improve Al-generated responses.

@ Sample HR Policy.docx () Ready
See all
Web Search
Enable your agent to search all public websites. Learn more @ Disabled
Tools + Add tool

Add tools to empower the Al to complete specific tasks for improved engagement. Learn more.

Work 1Q .
: ) @ Disabled
The intelligence layer that personalizes this agent to you and your organization. Learn more
[ 1
DadeaEa
¥
55 Computer use % Compute...

v/ CHECK: The knowledge source shows "Ready" with a green tick beside it. Don’t carry
on until you see the green tick.
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Test Agent 1
1. Open the Test pane using the button at the top right.

@ Testing G oOverview Knowedge Tooks Agents Topics Adtiity [Evaluation  Monitor  Channels Q  publish Settings | -

GPT-55 Chat -

Instructions £ edit

You are a helpful HR policy assistant. Answer using the supplied HR

policy only. Keep answers clear and concise. If the answer is not in

the policy, say you could not find it and suggest contacting HR

Do not quess.

Knowledge + Add knowledge

Add data, iles, and other resources to inform and improve Al-generated responses,

@ Sample HR Policy.docx © Ready -

Seeall

Web Search

Enable your agent to search all public websites. Learn more @ ) Disabled

Tools + Add tool

Add tols to empower the Al o complete specific tasks for improved engagement. Learm more

werk i R @ ) Disabled

Dadeacsa

B Computer use £ Compute...

2. Type this question and press Enter:

Copy this:

How do I book annual leave?

v/ CHECK: The agent answers using information from the HR policy.

3. Now type a question the policy can’t answer, and press Enter:

Copy this:

What is my exact remaining holiday balance?

v CHECK: The agent says it couldn’t find that in the policy and suggests contacting HR.
It shouldn’t invent a number.

4. Ifthe agent invents an answer, click Save, start a new test session, and try again. If it still
invents an answer, let us know.

You've now built a simple knowledge-grounded agent, connected it to a document, switched
off web search, and tested that it answers from the HR policy rather than guessing. You've
also checked the important failure case: when the answer isn’t in the document, the agent
should say so clearly instead of making something up.

Knowledge grounding is one of the core features of Copilot Studio. In real projects, agents
can use a wide range of knowledge sources, including uploaded files, SharePoint sites,
Dataverse tables and other enterprise content, so users can ask natural questions and quickly
find answers without having to search through documents or systems themselves.

Agent 1 complete.

[ X T
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Agent 2: Build a PDF upload agent

This agent demonstrates how deterministic workflows can be triggered by an agent to
perform functions across the Microsoft 365 platform using Tool calling. It takes a PDF from
the user, saves it into a SharePoint folder, then posts a notice in a Teams channel. A wide
range of third-party connectors are also available to access systems such as HubSpot,
Salesforce or DocuSign.

/A\ This exercise only works with PDF files. Don’t try it with a Word document
or the agent will fail.

Create the new agent

1. Inthe left menu click Agents.

2. Click + New agent, then Blank agent.

3. Wait one to two minutes for it to provision.
4. In Name, type:

Copy this:

PDF File Uploader - [your name]

5. In Description, type:
Copy this:

Uploads PDF files to SharePoint and posts a notice in Teams.

6. Click Save.

Step A — Add the SharePoint "Create file" tool
1. Click the Tools tab along the top of the page.
2. Click + Add a tool (shown in the red box below).
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% Testing (3 Overview  Knowledge | Tools

Agents  Topics  Activity

Create your first tool

Let your agent do more.

-+ Add a tool

The Tools tab. Click "+ Add a tool".

Evaluation Monitor

Channels

3. The Add tool window opens. Click the Connector tab, shown in the red box below.

Add tool

Create a new tool or select an existing option. Learn more

Q search by scenario such as send an email

X

¥, Add new ® Add new
= Computer use +-@ workflows
Popular <) Prompt 2o Workflows

a Office 365 Outlook S Se
Connector

o Microsoft Dataverse > g

Connector

Human review
> o
Connector

How is your experience with adding tools? ¢ @

Microsoft Teams
Connector

Office 365 Users
Connector

ServiceNow
Connector

+ Add new
Prompt

¢</> REST API @ Model Context Protocol

S I Excel Online (Business) S
Connector
> OneDrive for Business S
Connector
Azure DevOps
> >
G Connector

0 Add new

McCp

& SharePoint
Connector

Planner
Connector

Jira
Connector

Suggestions and search will include Al-generated results. See terms

Click the Connector tab.

See more

Seeall

Cancel
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4. Click SharePoint in the list, shown in the red box below.

Add tool X
Create a new tool or select an existing option. Learn more
Q, search by scenario such as send an email B J
t Add new L ] Add new + Add new 0 Add new
“== Computer use +® Wworkflows Prompt MCP
See more

popular (&% Connector ) % Prompt 3o Workflows  ¢/> RESTAPI @ Model Context Protocol

a Office 365 Outlook > ®e Microsoft Teams S a Excel Online (Business) S SharePoint S
Connector Connector Connector Connector
a Microsoft Dataverse > a Office 365 Users S B OneDrive for Business S Planner S
Connector Connector Connector Connector
Human review ServiceNow Azure DevOps Jira
PO > > > Co >
Connector O Connector O Connector W Connector
See all
How is your experience with adding tools? & @ Suggestions and search will include Al-generated results. See terms Cancel

Click the SharePoint connector.

5. In the search box type create, then click Create file in the results, shown in the red box
below.

Add tool
Let your agent do more. Learn more

SharePoint

Q create| X }J

’ Create an approval request ... ’ Create file ’ Create item ’ Create new document set
SharePoint SharePoint SharePoint SharePoint

’ Create new folder ’ Create sharing link for a file ...

SharePoint SharePoint

Type "create" in the search box, then choose "Create file".
6. Look at the Connection row near the bottom of the window, shown in the red box
below.
« If it shows a green tick, go to the next step.

« Ifit says "Not connected", click it, choose to create a new SharePoint connection, sign
in with your workshop account, and wait for the green tick to appear.
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Add tool
Let your agent do more. Learn more

$

Create file
Uploads a file to a SharePoint site. Make sure to pick an existing library.

Connector documentation (3

& demot1

Add and configure Cancel

Check the Connection row shows a green tick before continuing.

7. Click Add and configure.

Step B — Tell the tool where to save files
This screen’s the fiddly one. If you need help just ask.

1. The tool opens. Leave Name and Description exactly as they are. Don’t rename
anything here.

In the left menu of the tool, click Inputs.

Find Site Address. It might currently say "Dynamically fill with AI". Click it and change
it to Custom value.

4. Choose Agent Builders from the list if it appears. If it doesn’t appear, click Enter
custom value and paste this address:

Copy this:

https://dtagentbuilders.sharepoint.com/sites/PivotalEdgeAl

/A That web address says PivotalEdgeAl, but it is the correct site. The site is
displayed as "Agent Builders" and its underlying address is different. This is
expected, carry on.

oo
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Find Folder Path. Change it to Custom value, then click the small folder icon at the
right of the box.

% PDF File Uploader - 16 test (3 Overview Knowledge Tools Agents Topics  Activity  Evaluation  Monitor  +1

& Create file v tnabled @D - m

(D nputs

Details What the tool accepts in order to run. Inputs will be filled in the order shown.
. . . a
| Inputs o Learn more about inputs for this connector action (5
Completion Input name Fill usmg@ Value C
Site Address * Custom value Anant Builders - httne/idtanant LV
dataset

Must start with an existing library. Add
folders if needed.

Folder Path * Custom val . | ::
folderPath SharePoint B | i
B3 _catalogs >
. B s >
File Name * Dynamic: .
name —— B _private >
| _vti_pwt »
File Content * )
. Dynamic:
e ———— B2 FormServerTemplates »
5| images »
@ B3 Lists >
Completion
Specify what your agent does when it finishes E] Shared Documents
After running: B sitesssets »
Don't respond (default) £ sitePages >
Style Libra >
> Advanced B3 sty v

o
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6. Choose the document library Shared Documents, then choose the folder Testing.
m PDF File Uploader - 16 test (3 Overview  Knowledge Tools  Agents  Topics  Activity  Evaluation  Monitor — +1

< Create file v tnabled @D - m

D 1nputs

Details
‘What the tool accepts in order to run. Inputs will be filled in the order shown,
l Inputs o Learn more about inputs for this connector action (2
Completion Input name Fill using () Value C
Site Address * Custom value Anant Ruildere - httne i idtanant NS | Han
dataset Must start with an existing library. Add

folders if needed.

Folder Path * Custom val - |
tolderPath SharePoint > Shared Documents & | .
£ Forms 5
3 sample Docs >
File Name * |
Dynamic:
name 7'@ Testlng >
File Content * Dynamically fill with Al ¢ Customize

fle

@ Completion

Specify what your agent does when it finishes using this tool.
After running:

Don't respond (default) ~

» Advanced

7. If you can’t click a folder icon, then click custom value and paste this.
/Shared Documents/Testing

8. Leave File Name and File Content set to Dynamically fill with AI. Don’t change
these two.

9. Click Save.
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” Testing (5 Overview Knowledge Tools Agents Topics  Activity Evaluation  Monitor  Channels Q Publish Settings s

& Create file v enabled @D - Test your agent @ Ry M- @ X

> Additional details

Details
| Inputs
CD Inputs
Completion What the tool accepts in order to run. Inputs will be filled in the order shown.

Learn more about inputs for this connector action (3

Input name Fill using O Value (@]

?lrl‘erA‘ddvess‘ Custom value Agent Builders - http... v =+

Shared Doc Testi .
/hated Docimenty Tesfiog Hello, I'm Testing. How can | help?

FolderPath*  ~ Custom value /Shared Document By e i
folderPath - b Q
51 minutes ago
File Name * Dynamically fill with Al £ Customize
name .
Il wha ur
Flle Content * Dynamically fill with Al v & Customize

@ Completion

Specify what your agent does when it finishes using this tool.

The Inputs screen. Site Address and Folder Path are set to Custom value; File Name and File Content stay on
Dynamically fill with Al

v/ CHECK: Site Address shows the Agent Builders site, and Folder Path ends in /Shared
Documents/Testing.

Step C — Build the Teams notification flow
1. Click the Tools tab again.

2. C(Click + Add a tool.

3. At the top of the window, click the Add new Workflows tile, shown in the red box
below.

A\ This tile is at the top of the Add tool window, above the connector list.
Microsoft renames it from time to time. If it doesn’t say "Workflows", look for
the tile with the same branching-arrow icon.

[ X T
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Add tool X

Create a new tool or select an existing option. Learn more

Q search by scenario such as send an email b
¥, Add new ® Add new + Add new 0 Add new
== Computer use +-® workflows © Prompt McCP
See more

,<§’ Connector %] Prompt %o Workflows </> REST API /0? Model Context Protocol

Se
o ab &
Outlook Mail Teams Outlook Calendar

& e &

SharePoint OneDrive Excel

How is your experience with adding tools? & Q Suggestions and search will include Al-generated results. See terms Cancel

Click the "Add new Workflows" tile at the top.

4. Wait for the flow designer to open. You'll see two boxes: When an agent calls the
flow and Respond to the agent.

5. Click the small + circle in between those two boxes, shown in the red box below.

40 Agentflows Designer
9 Copilot O Version history Qy Flow checker Save draft m
L ]
+9 When an agent calls the flow
[
+9 Respond to the agent
@
L
O
+
&
m
Q
28]

Click the + between the two existing boxes, not the one underneath.

6. In the search box type post message.
7. Under Microsoft Teams, click Post message in a chat or channel.
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@ Based on the run history, this flow qualifies for Express mode, which allows it to run much faster. To enable Express mode, click ‘Edit' in the Details section or use the trigger card in the designer.

o &

B

]

When an agent calls the flow

+e

9 Copilot

O Version history

Add an action X
Q post message to =
Al) Builtin  Standard | | Premium  Custom 5| ==
— Z ..

Microsoft Teams

&
ab

Post message in a chat or cha...

Get messages in a channel

Post card in a chat or channel

Post adaptive card and wait f...

Office 365 Outlook r

=

@b
5

ab
.

oo

See more

Post a message to myself

Get messages in a chat

Post a feed notification

Reply with a message in a cha...

See more

Qs Flow checker

A Test

X

Choose "Post message in a chat or channel” under Microsoft Teams.

If it asks you to sign in, click Sign in and choose your workshop account in the pop-up
window.

Now fill in the five boxes exactly as follows:

Post as — Flow bot

Postin — Channel

Team — Agent Builders

Channel — General

Message — type the text in the box below

Copy this:

File uploaded! - [Your name]

A Type the message exactly as " File uploaded! - [Your name] " . Later steps
look for this exact text, and your final check will fail if it doesn’t match.

9 a Copilot D Version history s Flow checker L Test Save draft m
@ Based on the run history, this flow qualifies for Express mode, which allows it to run much faster. To enable Express made, click ‘Edit’ in the Details section or use the trigger card in the designer. *
+
o .
a Post message in a chat or channel R
Post as *
Flow bot ~
Postin®
Channel v
k5
v
Team *
+ Agent Builders v
== Channel *
General ~
&
© Message *
a Normal ~ Arial  ~ 15px~ B 7 U A & e &>
Q File uploaded!
En]

All five boxes filled in, with the message reading "File uploaded!".

ent "%
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10. Click Save draft at the top right.
11. Click Overview at the top left.
12. In the Details panel click Edit, and change the flow name to:

Copy this:

File uploaded - [your name]

13. Click Save.

14. Click Designer to go back, then click Publish at the top right.

15. Go to tools and make sure it looks like this. You should see the flow and the SharePoint
tool.

% PDF File Uploader - 16 test (3 Overview  Knowledge Tools Agents Topics  Activity  Evaluation — Monitor  +1

-+ Add a tool Q search tools

(Al V‘) & Connector(1) 1, Flow (1) C Last refreshed now
Name Type Available to  Trigger Last modified Errors Blocked Enabled
File uploaded - 16 test
3« Fileupload -  Flow (D PoFFile Uy (D Byagent  Workshop Demo 16 1... () On
b Create file & Connec.. (D poFFileUr (D Byagent  Workshop Demo 16 1... ‘) On

dio.microsoft.com/environments/.../details

16. If not then add the flow under tools -> add a tool — make sure it is published otherwise
it will not show up here.

[ X T
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Add tool X
Let your agent do more. Learn more
Q, search for a tool B
Create new See all
:. Agent flow Q Model Context Protocol ﬂ" Computer use
Al Connector & Prompt 'u@\’ > RESTAPI 4 Model Context Protocol
:. Flvlc‘u.plu)d&d 16 test
How is your experience with adding tooks? &) < Suggestions and search will include Al-generated results. Ses Lerms Cancel
v/ CHECK: The flow says it has been published. An unpublished flow won’t run.
Step D — Tell the agent to use the tool and the flow
1. In the left menu click Agents.
2. Find and click your PDF File Uploader - [your name] agent.
3. On the Overview tab find Instructions and click Edit.
4. Delete anything in the box and paste the text below.
Copy this:
When a user attaches a PDF, first use the Create file tool to upload it
to SharePoint. After the upload succeeds, call your File uploaded flow
to post a message in the Agent Builders General channel in Teams.
Only confirm success to the user after both actions have succeeded.
If the file is not a PDF, explain that this agent accepts PDFs only
and do not call either tool.
5. Click Save.
Step E — Test Agent 2
1. Go back to the My Apps browser tab you left open in Setup.
2. Find Teams in the app list and click it. Sign in if you are asked. Leave this tab open,
you’ll check it in a minute.
3. Go back to the Copilot Studio tab and open the Test pane.
4. Click the paperclip icon at the bottom of the test pane and attach Sample PDF.pdf
from your Downloads folder.
5. Type this message and press Enter:
X TP
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Copy this:

Please upload this PDF

6. A Connect to continue message will appear for SharePoint. Click Allow.

New test session fﬁ‘ Evaluate [ Chatmode v {X} Variables - [ >

A minule ago

Sample PDF.pdf
25 kB

&=

Connect to continue

I'll use your credentials to connect and to get the information
you're looking for.

& SharePoint

This connection can:
¢ Create file

® Connecting to other services with your credentials may
expose your data to privacy and security risks. Once you
connect, we'll remember your settings and use them next

time.

Just now

Ask a question or describe what you need
0/2000 0 @

You're testing your agent's real responses and capabilities. Find troubleshooting_ help here. Make sure Al-

generated content is accurate and appropriate before using. See terms

When the "Connect to continue" message appears, click Allow.
7. A second Connect to continue message may then appear for Teams. Click Allow
again.

8. Wait for the agent to reply. It should confirm that it has uploaded the file and posted the
message.

v/ CHECK: The PDF now appears in SharePoint, in Shared Documents > Testing.

v/ CHECK: The message "File uploaded!" appears in Teams, in the Agent Builders team,
General channel.

You've now built an agent that can trigger a deterministic workflow across Microsoft 365. It
accepts a PDF from the user, uses a SharePoint connector to save the file in the right folder,
then calls a Teams workflow to post a notification in the correct channel. You've also seen
how connector permissions, tool configuration and agent instructions work together so the
agent can carry out a reliable, repeatable process rather than just answer questions.

A wide range of connectors is available for both the Microsoft platform and 34 party systems.
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Agent 2 complete.
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Agent 3: Build a computer-use agent

This agent demonstrates how Computer Use can help with accessing information or carrying
out actions on applications and website. This can be useful where an API isn’t available,
particularly with legacy apps or websites. The Computer Use tool opens a website, looks at
the screen, clicks on pages and links and retrieves information, the same way a user would.

Create the agent

1. Inthe left menu click Agents, then + New agent, then Blank agent.
2. Wait one to two minutes for it to provision.
3. In Name, type:

Copy this:

Computer Use - [your name]

4. Click Save.
5. Click the Tools tab, then + Add a tool.
6. At the top of the window, click the Add new Computer use tile.

Add tool
Let your agent do more. Learn more

Q kearch for a tool B J

Create new Seeall

oA
: @ Agentflow > @ Model Context Protacol B computer use
These predictable automations run the nalyze and transform test, Open standard for connecting your Empower your agent to directly use

agent to data, designed with Al in web and deskiop apps
control when you need it. mind.

Al (&% Connector ] % Prompt | 3, Flow  ¢/> RESTAPI @ Model Context Protocol

’ Office 365 Outlook > #s Microsoft Teams > ‘ Excel Online (Business) > SharePoint
Connector ak Connector Connector Connector

o Micrasoft Dataverse Office 365 Users e OneDrive for Business. > ' Planner
Connector Connector Connector Connector

ServiceNow Azure DevOps Jira

(. > -]
"J Connector “ Connector

How is your experience with adding tooks? & Suggestions and search will include Al-generated results. See terms

The "Computer use" tile sits along the top row of the Add tool window.

7. Wait for the tool to open.

Set the tool up
1. Paste instructions into tool

Copy this:

Open https://agentbuilders.pro

If a cookie message appears, click Accept.

Click the link that says "Join our next event".

Read the page and tell me what events are coming up and what the
group is about.

Do not sign in, do not download anything, do not fill in any forms,
and do not leave agentbuilders.pro.

oo
Agel‘lt ..'. Page 23 of 28

$ Builders *




2. Click Add and configure.

" New computer use
~===Empower your agent to directly use web and desktop apps. Learn more

Instructions
Describe what you want the computer use to do

For example:

1. Open https://example.com
2. Go to Add Invoice
3. Fill in the provided invoice details

4. Select Submit Invoice

0/8000

Or start with prompt template
Data entry Data extraction

Submits multiple products into an inventory form. Looks up specific information on a website.

Invoice processing
Extracts invoice data from a PDF and enters it into a

web form.

Add and configure Cancel

Back

3. In the left menu of the tool, click Details.
4. Find the Description box and type this in. The agent reads this description to work out

when to use the tool, so it matters.

Copy this:

Use this tool to look up the latest Agent Builders events from
agentbuilders.pro. Call it whenever someone asks about the next
event, upcoming meet-ups, or what the group has coming up.

5. Click Save.

Test the tool on its own
First check the tool works by itself, before you let the agent loose on it.

X TP
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1. Click Test directly at the top of the tool.

. The tool was saved.

< Computeruse 1

Details
| Instructions
Inputs
Outputs
Machines
Human supervision
Credentials

Allowed websites and desktop apps

enabled @D

Model
This model will be used for your computer

Claude Sonnet 4.5 v

<8 Instructions

[> Test directly I L Testin agent chat

Instructions *

Open https://agentbuilders.pro

If a cookie message appears, click Accept.

Click the link that says "Join our next event”.

Read the page and tell me what events are coming up and what the
group is about.

Do not sign in, do not download anything, do not fill in any forms,

and do not leave agentbuilders.pro

319/8000

A preview window opens showing a live browser. It takes 30 to 60 seconds to start.

Watch what it does. Don’t click inside the preview window while it is working.

4. Wait until it comes back with info about the upcoming Agent Builders events

v/ CHECK: The agent opens agentbuilders.pro, accepts the cookie message, clicks "Join
our next event", and then tells you what events are coming up.

Now test it through the agent

The tool works. Now check the agent knows when to reach for it on its own.

1. Open the Test pane at the top right.

Agent
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2. Type this and press Enter:

Overview Knowledge  Tools Agents  Topics Activity Evaluation +2 Q Publish Settings

enabled @D - Test your agent @@ X @ X

Gj' Details

What it is, how it operates, and how the orchestrator identifies it. Learn more

Name *

Computer use 1

14/64
Description * (O

Use this tool to look up the latest Agent Builders events from
agentbuilders.pro. Call it whenever someone asks about the

186/1024
Hello, I'm Computer Use - Geoff. How can | help?

Model
25 This medel will be used for your computer-use tool. Experimental or preview (l) Q
models are subject to preview terms. Learn more
Claude Sonnet 4.5 ~ 5 minutes ago
When is the next Agent Builders event?
s
< Instructions
39/2000 P2 e
Please save your changes before testing '

Instructions * . . . '
You're testing your agent's real responses and capabilities. Find

Open https://agentbuilders.pro troubleshoating help here. Make sure Al-generated content is accurate and

If a cookie message appears, click Accept. appropriate before using. See terms

Copy this:

When is the next Agent Builders event?

3. Notice you didn't tell it to use the tool. The agent orchestration in Copilot takes your
prompt and works out which tool is the right one, and runs it.

4. Watch it work in the test pane. Note, the screenshots you see are just for the test pane,
end users of a deployed agent won'’t see these.

v CHECK: The agent calls the computer use tool on its own, and comes back with the
event details.

Agent 3 complete.

Where you’d actually use this

Computer use works well when a system has no API and no integration and you need to do
simple data retrieval or perform basic steps. If there’s a documented API, use that instead.
It'll be faster and more reliable.

The classic use case is the horrible old internal system you have to log into every morning. It
was built thirty years ago, the interface is dreadful, there’s no API, and nobody is ever going
to rewrite it. You point a computer-use agent at it with stored credentials, let it log in, find the
report, download it, and drop the file somewhere useful like SharePoint. Put that on a daily
schedule and it’s already done by the time you get in.

Other things people use it for:
 Supplier and partner portals that were never built to integrate with anything.

« Pulling a report out of a system that only exports through the screen.

[ X T
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« Filling in the same web form over and over.

« Watching a page and flagging it when something changes.

/A Two things worth remembering. Credentials belong in a proper stored
connection, never typed into the instructions — Copilot has features to
securely manage these credentials. And screen automation is slower and
more brittle than an API, so use it when there isn’t a better option, not first.

Creative challenge

Now make it your own. Change the description and the instructions, point it at something
else, and see what happens. The most interesting one gets shown to the group at the end.

Some ideas:

« Pick a public site you actually use and have it pull one thing out. Train times, the
weather, a league table, the top headline.

 Have it fill in a form and report back what happened.
« Point it at a simple browser game and see how far it gets.

« Give it something that takes several clicks, then watch where it goes wrong. That’s
usually more interesting than one that works first time.

« Write a deliberately vague instruction and see what it makes of it.

Worth knowing while you experiment:

« The description is what makes the agent decide to call the tool. Change the description
and you change when it fires.

« Small changes in wording make a big difference. If it goes the wrong way, tighten the
instruction rather than piling on more of them.

» Rename the agent so it still matches what it does.

Agent °*%¢
S Builders *
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If you get stuck

Problem

My screens don’t match
this guide

My agent won'’t finish
provisioning

The knowledge source
won’t turn green

My agent invents answers

The file did not arrive in
SharePoint

No message appeared in
Teams

The computer-use agent
won’t open the site

Something asks me to
change a password or
permission

What to do

Check the top right says Agent Builders (default). If a
banner offered the "New Copilot Studio experience" and
you clicked Try now, switch back to the old experience.

Wait two full minutes without refreshing. If it is still
spinning, refresh once. If it still fails, let us know.

Wait. Large files take a minute or two. Then click Save and
start a new test session. Check you uploaded the HR policy
and not the PDF.

Check web search is turned off, and that the instructions
text was pasted in full including "Do not guess."

Check the Create file tool: Site Address and Folder Path
must both be set to Custom value, pointing at Shared
Documents > Testing.

Check the flow was Published, not just saved as a draft.
Check the message text is exactly "File uploaded!". Check
the connection has a green tick.

Check the address starts with https://. The tool will only
open secure sites. Also check the description and
instructions saved.

Stop and let us know. Don’t change it.

A Still stuck? Let us know. Don’t change any password, permission,
connection or setting to try to fix it yourself.

Agent °*%¢
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