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Create a basic agent and publish it to Micr osoft
Teams.

With the Teams package, you can create, edit, test, and publish your agents to Teams directly from the Copilot
Studio interface.

Note:

This article applies only to content creators who have a Teams plan, available in certain Microsoft 365
subscriptions . Content creators with a Teams plan can only create agents using the classic orchestration method
in Copilot Studio and can only publish these agents to Microsoft Teams . If you have a standal one Copilot
Studio subscription, see the guide on creating and deploying agents .

After June 2026, it will no longer be possible to use the Copilot Studio for Teams application to create classic
chatbots. The application will redirect you to the Copilot Studio web application.

Content creators with a Teams plan can use Copilot Studio to build basic agents for Microsoft Teams. These
agents have built-in natural language processing (NLP) capabilities and a graphical interface that requires no
programming. With a Teams plan, you can create, edit, test, and publish your agents to Teams directly from the
Copilot Studio interface.

When creating a classic agent, consider the following:

1. Types of questions someone might ask

2. Different waysto ask a question

3. Expected answers

4. Do users have any further questions or concerns?

To help you get started creating an HR agent, this quick guide will show you how:

1. Outline your scenario and needs to match what an agent can do.

2. Create an agent in Copilot Studio

3. Develop and improve topics for answering frequently asked questionsin the HR field.
4. Test, publish, and share the agent with your organization.

The HR Support Bot isafriendly Q& A agent that connects HR support experts when HR staff are unable to
assist. Employees can ask the agent a question, and the agent will answer if the information provided matches
the question.

If the agent doesn't have an answer, the employee can submit arequest. The request is sent to a pre-defined team
of experts, who will respond to the request messages.
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Y ou work in the Human Resources (HR) department at Contoso and need to build an HR support agent in
Microsoft Teams. The agent will answer common HR questions, such as employee leave requests, with relevant
information from the company's internal knowledge base. The agent will contact HR specialists and inform them
that an employee needs support in uncommon situations.

Once the agent is set up, Contoso employees can access personnel information within Teams without having to
search the company's intranet.

Create a new agent in a group.

1. Access Copilot Studio . The first time you use Copilot Studio, you may be asked to select a Teams group for
your agent.

2. If prompted, select the group you want to manage the agent in, then select Continue. Y ou can create a new
group if needed.

3. Select Create blank agent .
4. Enter aname for your agent - for example: "HR Support bot".

5. Select Create . The agent is created and the Over view page appears.
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6. Replace the default icon with a more suitable one, if desired.

7. Add prompt suggestions, if desired.

Develop themesfor frequently asked questions about leave of absence.

The agent comes with a set of topics that define how it interacts with users. Let's build a topic to answer
employee questions about |eave requests.

1. Access the agent's Topics page .
2. Select Add a topic > From blank .
3. Onthe Trigger node, select Edit . The Phrases panel will appear.

4. Use the text box below Add phrasesto add trigger phrases for this theme. For example, enter the following
phrases:



1. Information about leave is needed.

2. | need help with leave of absence.

3. How many paid leave days do | have?
4. What are national holidays?

5. | need extended leave.

The trigger phrases for atopic determine how users will ask questions about that topic. Thisis how we expect
employees to ask about |eave.

Copilot Studio has built-in natural language processing capabilities. Y ou simply define afew trigger phrases
about |eave requests, and the agent can accurately trigger the topic based on employee input.

5. Close the Phrases panel when you're finished. Node Trigger will display the phrases.
6. Select Details from the toolbar. The Topic details panel will appear.

7. Name the subject "Employee time off" and enter a suitable description.

8. Close the Details table .

9. Select Save .

| dentify how agents support interaction.

1. Select the Add nodeicon below the Trigger node, then select Send a message . A M essage node will
appear.

2. Enter the following text: "I can help with questions related to time-of f".

3. Select the Add node icon below the M essage node , then select Ask a question . A Question node will
appear.

4. Enter the following questions. "What information are you looking for?"

5. In the Optionsfor user section, select New option , then enter "Paid vacation”.
6. Select the New option again, and enter "National holidays'.

Y our theme will branch based on the options the user selects.

7. Select the default variable name in the " Save user response as' section to open the Variable properties panel
and change the name to something meaningful, such as TimeOff Type. The changes will be reflected in the
editor.
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Y ou can add different responses for each option. For "Paid vacation," the agent can direct the employee to the
internal HR website to look up the paid leave policy.

8. Add a M essage node to the Paid vacation branch with the following message for employees: "For paid
vacation time-off, go to wwv. cont 0so. conf HR/ Pai dTi neOf f to submit time-off requests’.

9. On the National holidays path , add a M essage node with the following text:
Nat i onal holidays for 2020: - New Year's Day: January 1st - Menorial Day: May 25i

10. Select the Add node icon below the set of conditional branches, point to Topic management > Go to
another topic, and then select End of Conver sation . Ending the conversation in this way will cause the agent
to display the customer satisfaction survey.

11. Select Save.

Check your agent

Copilot Studio includes a built-in test suite that you can use to test the agent in real time.
1. To open the test case, select Test from the toolbar.
2. Enter "l need time off information”.

Although "1 need time off information” doesn't exactly match any trigger phrase, the system will process the user
input and trigger the Employee time off topic .

When chatting with the system, you'll see the conversation's position in real time by monitoring the checkmarks
next to each running node.



3. Select Paid vacation

The topic will branch based on user feedback. Y ou open the Variables panel to track the TimeOff Type variable.
However, what happens if the user is looking for information about national holidaysin their request? The user
might get frustrated if the system asks them to repeat themselves. Let's see.

4. At the top of the test panel, select the Start new test session icon to restart the conversation.
5. Enter "Need information on national holidays'.

The agent will skip the question about the type of leave and directly provide information about national holidays.
This behavior occurs because Copilot Studio supports proactive data entry and can identify that the user is
asking about national holidays.
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Elevate the topic to handle more complex queries by forwarding them
toan HR specialist.

After completing the basic steps, add the more complex Extended leave option to the theme.

1. Let's go back to the topic of Employee time off .

2. On the Question node, add the Extended leave option .

Because each employee'sindividual circumstances are different, questions about extended |eave should be
discussed with HR professionals. Y ou can build an agent to connect HR professionals with your employees.

3. Add a M essage node that says "Extended |eave needs HR expert approval. Let me connect you with them®.



In this example, you add atool to notify HR professionals. Thistool sends atag to the HR professional channel
in Teamsto let professionals know that an employee needs their contact. Y ou create the tool to send the message
to a Teams channel and then call it with the appropriate input.

4. Add a Question node that asks for a description of the problem: "How would you describe the issue?"
5. In the Identify section , select User'sentireresponse.
6. Replace the default name of the variable containing the answer with "Description”.

7. Select the Add node icon below the Question node, point to Add a tool , and then select Create a flow .
Power Automate will open.

8. In Power Automate, add the following Teams step: Post message in a chat or channel . A new flow, based
on the template, will open.

a. If Power Automate asks you to authenticate your connection to Teams, select Sign in under This flow will
connect to.

b. Select the first node of the flow, " When Copilot Studio callsa flow ," to add the inputs you want your agent
to pass to this flow: the title for the message and the question to post to the channel.

1. Select Add an input , choose Text , replace the default input name "Text" with "Subject”, and leave the
remaining field blank.

2. Select Add an input again, choose Text , replace the default input field name with "Question”, and leave
the other field blank.

c. Select the " Post message in a chat or channel” node and fill in the parameters for the Teams step.

1. For Post as, select User .

2. For Post in, select Channdl .

3. For Teams and Channels, select or enter the groups and channels you want to post messagesto for HR
professionals.

4. For Message, insert the input parameter Quest i on.

5. Inthe Advanced parameters section , select Subject , and then insert the input parameter Subj ect .

d. Replace the default template name with a name that represents your flow—for example, "Post an HR question
to an expert"—and saveit.
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9. Return to Copilot Studio, save your theme, and reload the page to refresh the list of available flows.

10. Select the Add node icon again below the Question node, point to Add a tool , and then select your new
flow.

1. For the Subject parameter , enter "Extended |eave question”.
2. For Message, select the Description variable ; this variable is collected during the conversation with the

employee.

Tip:



Y our Agent Copilot Studio integrates directly with Teams, so it knows which agent you're chatting with. This
allows you to build personalized and customized responses for the agent.

To use the name of the person chatting with the agent, there is a predefined variable called "name’
bot . User Di spl ayNamethat you can use like any other variable.

Y ou can let the staff know that their request has been forwarded to the specialists.

11. Add a message node with the content "We notified the expert. They'll reach out shortly".

12. Savethetopic.

Y ou can add more topics so that the HR Support Bot can answer more questions from Contoso employees.

Tip : Alwaystest your agent to ensure it's working as expected to provide the best experience for your
employees. You'll see amessage posted to the Teams channel when the flow is executed from the test chat.

Publish your agent and allow other agentsto useit.

1. Select Publish at the top of the page.

Tip : If you are in achat with the agent, you can type "restart” after publishing the changes. This command will
restart the chat with the latest version of the agent.

To enable the agent to be used by employees, follow these steps:
2. Accessthe Channels page .

3. Select the Microsoft 365 and Microsoft Teams channels.

a Select Add channel .

b. Options to customize the agent's interface.

c. Share the agent with your team.

Checking the agent in the Built with Power Platform section of the Teams app store is one way to test it, asit
doesn't require administrator approval and avoids sending spam to the admin.

4. Once you are completely satisfied, share the agent with your organization. This step requires administrator
approval.

Find your agent in the Teams app store.

An employee named Melissa can find the agent you created in the Teams app store.

Depending on how you share the agent, Melissamay find it in the Copilot extensions section or the Built for
your org section in the Teams app store. For an agent to appear in the Built for your org section, an
administrator must approve it first.



Melissa selects the agent application and chooses Add for me . The agent appears in the Teams application bar.
The Greeting theme automatically welcomes Melissa.
Tip : You can edit the Greeting theme to create a customized wel come message.

Melissa needed time off in July and August for personal reasons and entered "need information about time off".
Melissa selected Paid vacation and awebsite appeared where she could learn more about paid time off.

The agent then collects data on customer satisfaction and concludes the conversation.
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Extended leave

Melissa checked the HR department's website regarding paid leave and realized she needed extended leave.
Melissawent back to her manager and typed "I need extended leave.”

The manager informed Melissa that a human resources specialist was needed to handle her request for extended
leave and asked her to describe the issue in detail.

The agent notified a specialist, who then contacted Melissa.

In the HR team's channel, you can see that the agent ran the flow and posted Melissa's request to the channel.
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Y ou finished reading the article "Create a basic agent and publish it to Microsoft Teams." edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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