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Log in to Copilot Studio

Copy this URL: https://copilotstudio.microsoft.com/

Paste the link in an Inprivate/Incognito browser address bar.

Use the log-in details provided by FutureAbility via email

When asked, you will need to set up the MFA using your smartphone. Do this, it cannot be

worked around.
5. Upon successful login you will be directed to the page below, click on “Get started”. Don’t

worry about the country field.
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6. Apop upwill appear, click on “Skip”

Welcome to Copilot Studio!
Save time and cost on your routine and repetitive tasks. Customize and deploy agents
and agent flows in just a few clicks, or build your own with natural language, our

graphical interface, or code views.

Skip - Next

7. You will be asked to build your agent, we will skip this part, lets start by clicking on the 3
ellipses at the upper right besides the “Create” tab then select “Cancel agent creation”
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Agent

Description

8. You will now be redirected to the copilot home page:

9. Oncein the copilot home page, click on the Environment selector in the upper right corner

Copilot Studio

Instantly answer user questions using the content of
your website or other knowledge.

Help financial services professionals get quick and
concise info from their org’s financial documents
and other available resources

Learning resources

82 Free Copilot Studio Workshop

B Documentation

¥%  Quick start: Use Generative Al in an agent

(5 What's new: See release notes

Helpdesk || Expense tracking | | HR and benefits |

be what your agent should do

Features labeled a5 ‘preview’ are subject to supplemental terms. Sec terms.

. -

An agent wil

voice capabilities.

Benefits

Benefits Agent provides personalized information on
various benefits offered by the employer that are
tailored to employee’s unique circumstances.

1 Getting started with Copilot Studio

O Security and Governance

82 Support community

B Agent Message Consumption Estimator

C Restart agent creation
At Update agent language (en-US)
€83 Update advanced settings

X Cancel agent creation

8 Contoso (default) @ ?

Describe your agent to create it

See more

Safe Travels

Provides answers 1o common travel questions and
related health and safety guidelines,

B IT Helpdesk

Empowers employees to resolve issues and
effortiessly create/view support tickets.

¥¥ Quick start: Create and deploy an agent
@) Responsible Al FAQs

B Coming soon: See release plans

of the page. If the selector is not showing, hit refresh a few times until it does.
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10. Upon clicking, Select the Training# environment (# will depend on the login provided by

Copilot Studio

Environment

£ Contoso (default)

Contoso (default)

* Describe your agent to create it

n [ Helpdesk ][ Expense tracking ][ HR and benefits ]

Use everyday words to describe what your agent should do

Features labeled as ‘preview are subject to supplemental terms. See terms.

Explore agents

' Website Q&A
2 Agent template

Instantly answer user questions using the content of An agent with voice capabilities.

your website or other knowledge.

Financial Insights
Agent template

Voice Safe Travels
Agent template Agent template

8 2 (W

See more

Provides answers to common travel questions and

related health and safety guidelines.

Benefits IT Helpdesk

Agent template

Help financial services professionals get quick and Benefits Agent provides on Empowers emp

concise info from their org's financial documents various benefits offered by the employer that are
tailored to employee's unique circumstances.

and other available resources.

Learning resources

Agent template

to resolve issues and

effortlessly create/view support tickets.

gg Free Copilot Studio Workshop (X Getting started with Copilot Studio ¥¥ Quick start: Create and deploy an agent
@l Documentation DJ Security and Governance @) Responsible Al FAQs

X% Quick start: Use Generative Al in an agent &% Support community B Coming soon: See release plans

E} What's new: See release notes Agent Message Consumption Estimator

Futureability, eg, if your username ends in 10, choose Training 10:
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Explore agents

Website QRA

Bastantly snswer user questions using the content of your wedsite
or other inowledge.

Logging in M365 Copilot

1. Open anew tab in the same browser window, and go to https://www.office.com/ then click on

the sign in button at the top right

Describe your agent to create it

Helpdesk Expense tracking MR and benefits

Features labeiod i Dreview’ are sbject 10 supplemental termi. Soe terms

.vo‘"

A ageeit with voice capabifities.

Provide
and sal

Eroronment

B Traning10

Select environment

Spaces to create, store, and work with agents,

Learn mare

D Seacch

v Supported environments (1)

Training10

Default enviconment {1)

antoso (delautt

Filter
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B¥ Microsoft |  Microsoft 365 Copilot  Products esources - Templates  Prompts  Support ~ | Buy Mirosot 365 A Microsat ~ | Signin (A,
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Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share and
collaborate all in one place with your favourite apps now including Copilot.*

Sign up for the free version of Microsoft 365 >

2. Upon successful log in, Look for “Create an Agent” at the left side.

% M365 Copilot Work Web Try GPT-5 ]
Q. Search
| @ chat
Agents

& Researcher
4 Analyst
Explore agents
Create agent
Conversations
Pages

— Welcome Lab, how can | help?

&1 Create

B Apps

Message Copilot

+ 9
. A
e
Learn the essentials to get the
most from Copilot
Starttour > /.

3. If“Create an Agent” does not appear, hit refresh till it appears. Once it appears, success! You
have what you need for the labs.

Useful links:

e |abs- Agentinaday-Online Workshop - Training | Microsoft Learn - Please bookmark
e Student files download link - Student Files.
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