
Step 1 
Start creating your agent 
Open the Microsoft 365 Copilot app and click "New agent" in 
the menu on the left. This is also where you'll find your recent 
chats, built-in agents, and any agent you've created, making it 
easy to jump right in. 

Step 3 
Add your organization’s data 
Connect your agent to the information it needs, like Teams 
chats, meeting transcripts, email, SharePoint sites, files, 
approved third-party connectors, or even public websites so it 
has the right context to help you.

Step 2 
Describe your agent's purpose
Describe what you want your agent to do in our own words. 
Agent Builder will walk you through a few simple questions and 
offer helpful suggestions to shape how your agent should 
work. 

Step 4 
Configure, refine, and test your agent
Define what your agent can do in the "Configure" tab, like 
creating documents, analyzing data, writing code, or 
generating images. Update its details and connected 
knowledge, then test it to be sure everything works smoothly. 

Step 5
Publish, share, and start using your agent
Publish your agent by selecting "Create". You can share it 
with specific people, groups, or your whole organization, or 
keep it private. Access it anytime from left menu or by 
mentioning it in Copilot.

Build your first agent with Agent Builder 
Five simple steps to create, share, and use an agent right in Microsoft 365 Copilot
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