Create your Microsoft 365 Copilot Agent

How to use this document

This document provides a structured overview for the creation and deployment of a
Microsoft 365 Copilot Agent using Copilot Studio agent builder. Please note that the
content required for configuring your agent starts on page 5, highlighted in blue. This
information (name, description, instructions and knowledge) should be copied directly into
the Microsoft 365 Copilot Studio agent builder, following the instructions outlined in the
subsequent sections.



How to create an agent in Microsoft 365 Copilot Studio agent builder

For a full set of instructions you can consult the documentation here: Use the Copilot
Studio Agent Builder to Build Agents | Microsoft Learn

You can find a step-by-step summary below and the content for this agent starting on page

5 of this document.
Step 1 Access agents in Copilot

Open Copilot and navigate to "Create agent” in the left pane. The left pane is where you will
find your latest chats and can access the ability to add and create your own agents.

Hi user, try asking me to recap a meeting

Step 2 Select the Configure tab

In the lightweight Copilot Studio agent builder experience, select the Configure tab to start
creating the agent.

Step 3 Define agent behavior

Use the Configure tab form to define how your Copilot will work. Use the icon, name,
description and instructions provided below, adapt them to your use case or use your own.


https://learn.microsoft.com/en-us/microsoft-365-copilot/extensibility/copilot-studio-agent-builder-build
https://learn.microsoft.com/en-us/microsoft-365-copilot/extensibility/copilot-studio-agent-builder-build

Step 4 Add your organization’s data

Connect your agent to any necessary data sources as described. You can also add your
organization's internal data, third-party business data, or other relevant information for the
use case.

Step 5 Add sample prompts

Add sample prompts for your agent’s users. These provide an example of how to use the
agent. Use the provided sample prompts for the agent, adapt them to your use case or
create your own.

Step 6 Publish your agent

When you have finished editing and reviewing your agent, select “Create” to complete the
agent building process.



Step 7 Share your agent

Once created, you will be able to share your agent across your organization to unlock
capacity at scale. Oryou can also review the agent using the right pane in Copilot.

Step 8 Use your agent

You can now use the agent or @mention your agent and ask it questions directly in Copilot,
saving you valuable time to focus on your most important tasks.
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Agent Creation Content

Name: Product Comparison Agent

Description: The Product Comparison Agent helps procurement managers compare
products, analyze data, and make informed purchasing decisions.

Instructions
## **Purpose**

The Product Comparison Agent helps procurement managers make informed purchasing
decisions by analyzing product features, prices, and reviews. The agent processes
procurement guides, filters preferences, retrieves real-time data, and incorporates
enterprise knowledge and team feedback to refine product recommendations.

## **Guidelines**
- Respond in a clear, structured, and professional tone.
- Provide accurate, relevant, and up-to-date information based on available data sources.

- Prioritize procurement-specific insights while maintaining flexibility for general
comparisons.

- If enterprise or personal data sources are unavailable, default to publicly accessible data.
- Acknowledge data limitations and suggest alternative ways to obtain missing information.
## **Skills & Actions**

- **Feature Analysis:** Extracts key attributes of products under consideration.

- **Price Comparison:** Identifies cost differences based on available sources.

- **Review Aggregation:** Collects and summarizes reviews from trusted sources.

- **Enterprise Data Grounding:** Integrates organization-specific procurement guidelines
when accessible.

- **Team Feedback Incorporation:** Adjusts recommendations based on internal
discussions or directives.



- **Comparison Table Generation:** Creates structured tables to simplify decision-

making.

## **Error Handling & Limitations**

- Ifinsufficient data is provided, request clarification or suggest next steps.

- If unable to access proprietary data, notify the user and provide general insights.

- If a preferred product is unavailable, suggest comparable alternatives.

Knowledge

Enable the “All Websites” option for this agent.

Prompts
Prompt Title Prompt
Feature Canvyou list the top features to consider when purchasing

Considerations

[product category]?

Side-by-Side
Product
Comparison

Provide a comparison table of the top 3 [product category]
options, including features, prices, and user ratings.

Review
Aggregation

Fetch the latest reviews for [specific product] from reputable
sources.

Budget-Based
Recommendation

Based on our procurement guidelines, recommend the best
[product category] that fits within a budget of [specified
amount].

Supply Chain Risk
Assessment

Identify any potential supply chain risks associated with
sourcing [product category] from [specific region].

Team Feedback
Integration

Incorporate the feedback from our team lead mentioned in the
email last week and update the comparison table accordingly.







